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SIGNIFICANT  FINDINGS  FOR  REHABILITATION  WORKERS 


The  demonstration  project  to  train  blind  persons  as  Taxpayer 
Service  Representative  has  shown: 

That  blind  persons  can  successfully  be  trained  and  employed 
as  Taxpayer  Service  Representatives. 

That  evaluation  can  be  done  by  a  team  using  objective  data  in 
the  screening  process  of  selecting  qualified  candidates  for  such  a 
training  program. 

That  fundamental  skills  (  such  as  communication  methods  and 
mathematical  procedures)  basic  to  the  job  work  tasks  can  be  iden¬ 
tified,  and  excellence  in  these  skills  can  be  used  as  a  part  of  the 
screening  process. 

That  blind  persons  can  compete  favorably  with  sighted  persons 
in  performing  the  tasks  required  to  work  productively  and  success¬ 
fully  as  Taxpayer  Service  Representatives. 

That  the  success  of  persons  working  as  Taxpayer  Service  Rep¬ 
resentatives  implies  that  similar  types  of  jobs  can  be  identified  in 
other  government  and  private  agencies  and  that  training  programs 
can  be  arranged  to  prepare  people  to  fill  these  job  positions,  thus 
enlarging  this  type  of  job  opportunity  for  blind  persons. 
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FOREWORD 


A  study  which  seeks  to  demonstrate  the  practicality  of  having  persons 
with  visual  limitations  fill  particular  employment  positions  that  they  have 
not  hitherto  filled  is  self-evident  in  its  humanitarian  merit.  It  is  not, 
therefore,  a  matter  of  discussion  as  to  whether  such  a  study  should  be 
undertaken  but  rather  what  the  process  should  be  that  arrests  our  atten¬ 
tion,  To  delineate  the  process,  and  to  do  so  clearly  becomes  the  aim  and 
has  been  the  purpose  of  those  working  with  this  project. 

The  steps  taken  in  conducting  such  an  investigation  are  usually  undrama- 
tic  when  considered  individually.  But,  dramatic  and  inspiring  is  the  reali¬ 
zation  of  where  those  steps  lead  from  and  to.  Those  steps  become  a  path¬ 
way  to  a  new  life.  That  concept  is  not  new.  The  rehabilitation  process 
underway  for  more  than  a  quarter  of  a  century  at  Arkansas  Enterprises 
for  the  Blind  in  Little  Rock  was  so  imbued  with  that  concept  that  for  years 
it  has  circulated  a  film  concerning  the  training  program  bearing  as  its 
title,  "Pathways  to  a  New  Life",  The  training  program  to  prepare  men 
and  women  to  become  Internal  Revenue  Taxpayer  Service  Representatives 
has  become  another  of  those  pathways. 

Not  only  should  the  endeavor  benefit  the  individuals  traveling  that  path, 
but  through  the  dissemination  of  an  account  of  the  process  in  this  study, 
stimulate  others  to  see  possibilities  of  similar  untrodden  ways.  Many  of 
these  ways,  which  thus  far  have  seemed  barriers,  now  may  be  recognized 
as  potentially  new  pathways  to  new  lives  for  countless  other  people. 
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ABSTRACT 


Between  March  1967  and  May  1971  a  demonstration  project  was  conducted 
to  determine  the  feasibility  of  training  blind  persons  to  work  as  Taxpayer  Ser¬ 
vice  Representatives  for  Internal  Revenue  Service.,  During  this  period  a  se¬ 
quence  of  ten  classes  was  completed.,  Ninety- six  persons  were  referred  for 
evaluation  from  34  states.  Twenty  of  these  left  before  training;  43  whose 
skills  were  deficient  remained  for  further  readiness  training;  38  whose  skills 
were  satisfactory  at  the  time  of  evaluation  entered  directly  into  training;  26 
who  were  prepared  in  the  basic  skills  after  readiness  training  entered  the  pro¬ 
gram;  7  who  entered  IRS  training  left  before  the  training  was  completed;  49 
finished  training  and  were  employed  by  Internal  Revenue  Service  and  8  others 
took  related  employment.,  temporary  appointments  or  made  other  arrangements. 
For  purposes  of  the  study  56  were  identified  as  "employed"  and  40  were  classi¬ 
fied  as  "other".  Of  the  total  groupings,  30  were  classified  as  congenital-total, 

21  as  congenital-partial,  17  as  adventitious- total,  and  18  as  adventitious-par¬ 
tial. 

Factors  of  age,  sex,  marital  status,  parental  status,  sibling  relationships, 
educational  factors  were  studied.  The  WAIS  and  Pennsylvania  Bi -Manual  Work 
Sample  tests  were  administered;  each  person  was  evaluated  in  personal  manage¬ 
ment,  mobility,  braille  skills  (or  print  use),  abacus  (or  other  calculating  meth¬ 
ods)  and  typing.  Those  who  left  the  program  before  or  during  training  did  so 
primarily  because  of  inadequate  skills  and  refusal  to  take  further  readiness 
training.  The  majority  of  questionnaires  returned  from  the  counselors  of  these 
individuals  indicating  that  subsequently  they  had  pursued  no  further  educational 
or  work  activities. 

The  persons  who  entered  training  pursued  a  four-month  course  in  IRS  con¬ 
tent,  methodology  and  procedures.  They  rated  61%  through  100%  on  test  re¬ 
sults.  To  gain  information  about  on-the-job  performance,  questionnaires  were  sent 
to  the  former  trainees,  the  counselors,  and  the  supervisors.  The  responses 
indicated  that  the  training  had  prepared  the  persons  to  perform  their  work  sat¬ 
isfactorily.  Qualifications  for  training  included  general  I.Q.  range  of  105-120; 
mathematical  ability  with  a  high  percentage  of  accuracy  using  abacus  or  other 
calculating  means;  braille  reading  competency  of  90-100  words  per  minute  and 
a  comprehension  of  85  to  95%;  and  a  typing  rate  of  approximately  30  words  per 
minute.  At  least  90%  of  those  employed  through  this  training  raised  their  in¬ 
come  or  status  over  their  former  position. 

Along  with  the  actual  placement  of  persons  m  job  positions  in,  32  states  of 
the  United  States,  the  success  of  this  employment  training  suggests  that  there 
may  be  other  related  jobs  in  other  Government  or  private  agencies  requiring  a 
similar  ability  to  assimilate  and  locate  information  and  to  answer  questions 
using  the  telephone.  Potentially,  a  large  number  of  jobs  might  be  identified, 
training  arranged  and  positions  filled. 

The  program  for  training  Taxpayer  Service  Representatives  will  continue  at 
Arkansas  Enterprises  for  the  Blind, 
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CHAPTER  I 


INTRODUCTION 


Background  and  Statement  of  Problem 

There  has  been  a  growing  understanding  in  our  society  that  people  who 
were  interrupted  in  their  chosen  employment  because  of  some  disability ,  or 
who  could  not  determine  the  way  to  arrive  at  the  profession  of  their  choice 
because  of  a  personal  handicap,  but  they  could  be  rehabilitated  by  preparing 
themselves  for  other  suitable  positions*  This  awareness  on  the  part  of  the 
population  was  reflected  in  legislative  actions  during  the  last  several  decades 
that  have  given  increasing  opportunities  for  disabled  persons  to  have  the 
opportunity  for  rehabilitation*  The  state  and  federal  governments  have 
interacted  to  provide  funding  and  counseling  for  the  retraining  in  a  large 
variety  of  employment  opportunities  for  persons  influenced  by  some  dis¬ 
ability* 

The  idea  of  hiring  handicapped  persons  has  been  explored  and  encourag¬ 
ed  by  various  government  agencies  within  their  own  ranks*  Beginning  about 
1964  inquiries  were  made  by  the  personnel  of  the  Little  Rock,  Internal 
Revenue  Service  about  the  jobs  that  a  blind  person  might  fill  in  their  agency* 
A  seminar  was  held  in  Washington,,  D*  C*  in  September  of  1966  to  implement 
more  extensively  the  equal,  employment  opportunity  idea*  At  that  conference 
the  position  of  taxpayer  assister  was  identified  by  Mr*  Fred  Johnson,  Dist¬ 
rict  Director  of  the  Internal  Revenue  Services  at  Little  Rock,  Arkansas  as, 
a  position  that  might  be  held  by  a  properly  trained  blind  person*  Following 
this  there  were  further  discussions  at  the  national  office  and  between  them 
and  various  district  offices  and  in  November  of  that  same  year,  Mr* 

Johnson  called  a  conference  of  other  agency's  representatives  in  his  office 
to  explore  the  idea  more  fully  (report  of  Little  Rock  meeting  by  Arthur  P* 
Goodwin,,  Assistant  to  Coordinator  for  Hiring  the  Handicapped,  November 
2nd,  1966s  Pg*  1)*  Attending  were  personnel  who  represented  national, 
district  and  local  offices  of  the  rehabilitation  agencies  serving  the  blind 
as  well  as  a  representative  of  the  national  office  of  the  Internal  Revenue 
Service*  Listed  below  are  the  agencies  and  personnel  represented  in 
this  final  conference* 

O11  the  National  Level: 

Mr*  Nicholas  W.  Williams ,  internal  Revenue  Service 

Personnel  Division,  Employment  Program  Branch* 

Dr*  Douglas  McFarland,  Chief,  Division  of  Services  for  the  Blind, 
Vocational  Rehabilitation  Administration* 

District  Levels: 

Mr*  Fred  W*  Johnson,  District  Director 
Internal  Revenue  Service,  Little  Rock* 

Mr*  Emmett  Cook,  Assistant  District  Director, 

Internal  Revenue  Service,  Little  Rock* 
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Arthur  P.  Goodwins  Assistant  Coordinator  for  Hiring  Handicapped, 
Internal  Revenue  Service,  Little  Rock, 

Colonel  Frank  Bane,  Corp,  of  Engineers,  Little  Rock, 

Mr,  Herbert  Louks,  Security  Administration,  Little  Rock, 

Mr,  Henry  Hudson,  Veterans  Administration,  Little  Rock, 

Mr,  Emmett  Ellington,  Soil  Conservation  Service,  Little  Rock, 

Mr,  Ray  Williams,  General  Services  Administration,  Little  Rock, 

Local  Level: 

Mr.  L.  H,  Autry,  Jr.,  Director,  Arkansas  Rehabilitation  Services 
for  the  Blind,  Little  Rock. 

Mr.  John  W,  Holman,  Placement  Facility  and  Workshop  Specialist, 
Arkansas  Rehabilitation  Services  for  the  Blind,  Little  Rock. 

Volunteer  Agency:  Mr,  Roy  Kumpe,  Executive  Director, 

Arkansas  Enterprises  for  the  Blind,  Little  Rock. 

At  the  opening  of  the  conference  Mr.  Johnson  outlined  broadly  an  ex¬ 
ploratory  program  that  might  be  set  up  for  training  and  hiring  blind  indivi¬ 
duals  as  taxpaper  as  sisters  and  the  Internal  Revenue  Service,  His  state¬ 
ments  were  reinforced  by  Mr.  Nicholas  Williams  of  the  national  office  of 
the  Internal  Revenue  Service.  The  "Little  Rock  proposal",  as  Mr.  Johnson's 
plan  was  titled,  was  based  on  the  prospects  of  a  job  being  developed  and  the 
work  involved  with  the  "fifty  most  asked  questions"  and  the  Blue  Book,  known 
as  Publication  17,  or  "Your  Federal  Income  Tax."  This  latter  document  is 
revised  annually  and  supplied  to  the  public  at  a  small  fee.  The  persons 
attending  the  conference  were  assured  by  Dr.  McFarland  that  whatever  the 
public  image  was  of  the  blind  population,  that  there  were  nonetheless  persons 
of  competent  ability  with  visual  problems  who  could  perform  the  tasks  neces¬ 
sary.  He  pointed  out  that  a  major  problem  would  be  resolved  once  adequate 
criteria  were  developed  for  screening  applicants  who  were  blind. 

After  further  discussion  Mr.  Johnson  appointed  a  group  to  explore  the 
possibilities  of  setting  up  a  training  program.  Mr.  Williams  prophetically 
stated,  "These  discussions  definitely  have  far  reaching  possibilities  for  all 
agencies  in  Arkansas."  The  conferees  agreed  to  a  continuation  of  the -con¬ 
ference  during  the  afternoon,  at  which  time,  other  persons  were  added  to  the 
informal  task  force: 

Miss  Mary  McClaren,  Supervisor,  Internal  Revenue  Service,  Little  Rock, 
Mr.  John  Killings  worth,  Chief  of  Collections, 

Internal  Revenue  Service,  Little  Rock, 

Mr,  William  L.  Brock,  Supervisor  of  Field  Services, 

Arkansas  Rehabilitation  Services  for  the  Blind,  Little  Rock, 

Mr.  Elmo  Knoch  and  Mr,  J„  O.  Murphy, 

Arkansas  Enterprises  for  the  Blind,  Little  Rock. 

The  afternoon  sessions  resulted  in  developing  guidelines  as  listed  in  the 
meeting  minutes: 

1.  VRA  will  make  a  research  grant  to  be  applied  for  by  AEB 
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in  order  to  start  the  pilot  program. 

2.  IRS  will  furnish  training  materials  to  be  used  by- 
Arkansas  Department  of  Education  and  AEB  in  the  program. 

3.  VRA  will  furnish  braille  services  as  required  and 
technical  assistance. 

4.  Rehabilitation  Services  for  the  Blind  will  aid  in  locating 
prospective  employees  to  be  evaluated  by  Arkansas 
Enterprises  for  the  Blind. 

5.  Evaluation  and  mobility  training,  if  necessary,  will  be 
done  by  Arkansas  Enterprises  for  the  Blind  (other  remedial 
training  may  be  needed), 

6.  IRS  will  reveal  evaluation  profile  and,  with  advice  from 
Arkansas  Enterprises  for  the  Blind  and  Rehabilitation 
Services  for  the  Blind,,  select  the  prospects  for 
specialized  training  for  the  proposed  positions. 

7.  Blind  employees  will  be  hired  at  700-hour  appointees  for 
later  conversion  to  career- conditional,  if  satisfactory. 

8.  On-the-job  training  will  be  similar  inmost  respects  to  on- 
the-job  training  for  the  new  employees. 

9.  Entry  grades  are  expected  to  be  in  the  GS  2-3  range,  to  be 
upgraded  to  4  or  5  later.  No  limits  on  possible  advancement, 
if  successful  in  Internal  Revenue  Service. 

10.  IRS  may  provide  instructors  in  specialized  areas,  if  needed. 

11.  Program  is  to  be  expanded  to  other  IRS  districts  if  pilot 
program  is  a  success. 

12.  Little  Rock  Internal  Revenue  expects  to  use  two  full-time 
blind  taxpayer  assisters. 

Following  this,  a  pilot  project  entitled,  "Taxpaper  Assistor  Demonstra¬ 
tion  Training",  was  approved  and  carried  through  and  was  followed  by  a  demon¬ 
stration  project  entitled,  "Training  50  Blind  Persons  to  Work  as  Taxpayer 
Assistors  for  the  Internal  Revenue  Service",  which  was  similarly  approved 
and  carried  out.  The  total,  duration  of  both  projects  was  from  March  1967 
through  May  1971. 

Relevant  Literature  and  Experience  of  Others 

The  only  background  material  at  the  initiation  of  the  project  was  short 
memoranda  reports.  They  and  various  television  conversations  provided  some 
information  during  the  initial  stages.  Blind  taxpayer  assistors  in  temporary- 
appointments  had  been  used  in  at  least  three  Internal  Revenue  offices  in  San 
Francisco,  Los  Angeles,  and  Philadelphia,  it  was  discovered  through  informal 
reports.  Inquiry  showed  that  nothing  was  available  in  writing  concerning  the 
appointments  in  California. 

The  Philadelphia  office  provided  a  memorandum  report  with  additional 
information  being  provided  through  telephone  conversations  from  their  per¬ 
sonnel  office.  They  indicated  that  as  early  as  November  25,  1966,  they  had 
decided  to  hire  a  totally  blind  person  in  the  position  of  temporary  "taxpayer 
assistor",  beginning  with  the  Civil  Service  grade  level  of  GS-3  with  the 
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appointment  becoming  effective  in  January  of  the  following  year.  This  tem¬ 
porary  appointment  indicated  that  a  person  might  be  employed  for  a  700-hour 
period  after  which  time  the  appointment  would  terminate  or  re-classification 
take  place.  The  person  hired  carried  out  his  work  in  a  meritorious  manner 
and  did  not  continue  on  in  a  permanent  position. 

The  Philadelphia  office  reported  that  the  telephone  company  had  coope¬ 
rated  in  setting  up  the  necessary  equipment  including  a  direct  line  desk  phone 
with  the  only  adaptation  being  made  in  evolving  a  three- tone  auditory  phone 
signal,  A  representative  of  the  national  office  of  Internal  Revenue  Services 
Mrs,  Dorothy  Latrell,  on  the  basis  of  the  activity  in  Philadelphia ,  was  able 
to  provide  information  to  this  agency  and  other  offices  of  the  necessary  phone 
adaptation. 

The  Philadelphia  personnel  office  indicated  that  they  felt  it  was  their 
employees'  ability  to  assimilate  and  use  factual  data  rather  than  his  specific 
course  in  accounting  which  he  had  had  during  the  previous  job  that  enabled 
him  to  successfully  perform  the  necessary  work.  This  appointee  could 
write  in  braille  and  by  hand  although  he  did  not  use  a  typewriter.  Instruc¬ 
tions  for  filing  the  1040A  and  1040  Forms  were  put  on  tape  recordings 
along  with  the  "Guide  to  the  50  Most  Asked  Questions"  (the  source  of  the 
preceding  information  comes  in  a  memorandum  dated  November  23,  1  966 
from  Mr,  Lewandowski  to  Mr,  Bob  Ritz,  Chief  of  Personnel  Branch, 
Philadelphia  to  Chief,  Personnel  Branch,  Mid- Atlantic  Region  APE  and 
telephone  conversation  with  Mr,  Lipson,  Philadelphia  office  8-1-67,  ) 

Setting 

The  instructional  sequence  was  conducted  at  Arkansas  Enterprises  for 
the  Blind,  a  volunteer,  nonprofit  organization  incorporated  under  the  statues 
of  Arkansas  in  193  9  to  finance  the  vending  stand  program  with  state  and  fed¬ 
eral  agencies,  and  established  as  a  rehabilitation  center  for  the  blind  and 
visually  handicapped  by  the  Lions  State  Convention  in  1946,  sponsored  by 
the  Lions  of  Arkansas  and  governed  by  a  Board  of  Directors  elected  by 
the  Lions  Clubs  of  Arkansas, 

The  purpose  of  Arkansas  Enterprises  for  the  Blind  is  to  provide  eval¬ 
uation,  comprehensive  personal  adjustment,  pr ©vocational  training  and 
selected  vocational  training  for  the  blind  and  visually  handicapped;  to  pro¬ 
vide  professional  training  for  rehabilitation  personnel. 

The  physical  plant  of  Arkansas  Enterprises  for  the  Blind  consists  of  a 
modern  complex  of  buildings.  The  center  of  the  complex  occupies  a  full 
city  block  in  a  tree-lined,  residential  area  of  Little  Rock,  It  consists  of 
four,  two- story  and  one,  three- story  specially  designed  buildings  construc¬ 
ted  around  a  grass  covered  quadrangle.  Property  on  adjoining  or  nearby 
sites  occupies  areas  equivalent  to  two  more  city  blocks. 

The  staff  consists  of  a  group  of  ninety  men  and  women,  most  of  them 
professionally  trained  persons  from  many  disciplines.  The  several  staff 
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members  who  are  totally  blind  or  visually  handicapped  demonstrate  educa¬ 
tional  and  vocational  attainment*  The  present  instructional  capacity  is 
approximately  one  hundred  trainees  at  any  one  time*  *  Duration  varies  with 
need  and  progress  of  individuals,  averaging  between  four  and  six  months., 

The  rehabilitation  services  are  available  to  any  blind  or  visually  handicapped 
person  whose  evaluated  physical  and  mental  capabilities  appear  conducive  to 
improvement*  Most  candidates  are  sponsored  by  state  rehabilitation  agencies, 
from  which  application  are  submitted  through  the  agency's  representatives* 
Other  candidates  submit  inquiries  directly  to  the  Center* 

The  training  services  available  including  the  following  areas  and 
subdivisions  ° 


Personal  Management 
Techniques  of  Daily  Living 
Grooming 
Home  Management 

Social  and  Recreational  Activities 
Social  Skills 
Physical  Conditioning 
Recreation 

Orientation  and  Mobility 
Includes  Training  in  Concepts 

Psycho- Social  Services 

Counseling 

Testing 

Evaluation 

Educational  Services 

Abacus 

Braille 

Oral  Communication 
Alpha  Communications 
Typing 

Language  Development 
Remedial  Education 

Other  Activities 
Gavel  Club 

Ham  Radio  Operation 
Monthly  Banquet  Experience 


Work  Evaluation  and  Pre- 
vocational  Training 
Industrial  Arts 
Handcrafts 

Health  Services 
OphthalmoXogical 
Psychological 
Medical 
Nursing  Care 

Special  Services 
College  Preparatory  Training 
Low  Vision  Clinic 
Internal  Revenue  Tax  Services 
Representative  Training 
Training  of  Professional  Per¬ 
sonnel- 

rehabilitation  counselors , 
social  workers,  rehabili¬ 
tation  teachers,  orienta¬ 
tion  and  mobility  instruc¬ 
tors* 


*As  of  the  date  of  this  writing,  Arkansas  Enterprises  for  the  Blind 
has  serviced  more  than  2,  500  persons* 


-5- 


CHAPTER  II 
METHODOLOGY 


Introduction 

Three  agencies  cooperated  on  carrying  out  the  project,  including  the 
Arkansas  Rehabilitation  Services  for  the  Blind,  which  provided  referral 
and  rehabilitation  services  to  Arkansas  Enterprises  for  the  Blind,  which 
provided  evaluation  and  training  services  and  the  Internal  Revenue  Services 
which  obtained  materials,  provided  supplemental  instruction,  consultation 
and  job  experience,.  All  three  agencies  held  conferences,  consultations  and 
joint  evaluations  as  necessary 

The  new  and  uncharted  program  relied  heavily  upon  the  advisory  com¬ 
mittee  for  its  planning,  referral  evaluation  and  training..  The  advisory  com¬ 
mittee  consisting  of  twelve  members  included  one  business  college  graduate, 
two  persons  with  B,  A,  Degrees,  one  with  a  CPA  Degree  and  two  LLB  De¬ 
grees  and  six  M  A.  Degrees, 

After  a  great  deal  of  discussion  concerning  the  qualifications  of  the 
full-time  instructor,  a  retired  teacher  with  50  years  business  teaching 
experience  was  selected.  She  had  an  educational  background  of  a  Master's 
Degree  in  Education  and  had  developed,  revised  and  instructed  various 
levels  of  business  courses  ranging  from  junior  high  school  to  college.  In 
addition  to  her  services,  consultation  with  persons  in  regional  and  national 
positions  of  rehabilitation  and  revenue  services  was  used. 

The  initial  time  table  included  a  referral  period  of  15  days;  an  evalua¬ 
tion  period  of  30  days  and  an  academic  training  period  of  45  days.  This  was 
adjusted  as  the  work  proceeded  based  on  the  responses  of  the  persons  in 
training. 

Population  Selection 

During  the  pilot  project,  applicants  were  screened  before  being  accept¬ 
ed  for  training.  This  task  became  the  mutual  activity  of  Arkansas  Rehabili¬ 
tation  Services  for  the  Blind  at  the  referring  agency  and  of  Arkansas  Enter¬ 
prises  for  the  Blind  as  the  training  agency  in  consultation  with  the  Internal 
Revenue  Service.  During  the  demonstration  project,  many  states  in  various 
parts  of  the  country  screened  and  referred  candidates  for  evaluation,  Intial- 
ly  the  criteria  for  selection  of  candidates  was  as  follows: 

1,  Age  21  and  up  (exceptional  maturity  from  18  to  21  may  be 
considered). 

2,  Physical  condition:  Legally  blind;  other  physical  states 
must  permit  eight  hours  work  each  day  with  range  of 
capacity  equal  to  job  requirements, 

3,  Personal  development:  Capable  of  independent  living  and 
mobility  and  personality  capable  of  meeting  and  dealing 
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courteously  with  controversial  questions  in  person  and  on 
the  telephone, 

40  Education:  High  school  graduation  or  equivalency  with 

month  to  month  substitution  of  related  business  experience 
information  clerk,  bookkeeping*  accounting,  business 
college  and  sales  work  or  upper  three  years  of  education, 

5,  Mental  ability  level  high,  average  and  above:  i,  e,  I,  Q, 

105-120  or  justification  for  exceptionally  high  ability, 

6,  Candidate  must  possess  competent  communication  skills 
and  handwriting  and/or  braille  and  typewriting, 

7,  Referral  sources  of  candidates  should  evaluate  applicants 
for  training  with  the  following  functional  job  requirements 
in  mind: 

The  person  will  serve  as  the  first  point  of  contact  with  taxpayers  and 
their  representatives  who  telephone  or  visit  offices  of  Internal  Revenue 
Service  seeking  assistance  in  preparing  and  filing  income  tax  returns.  The 
person  has  had  limited  training  designed  to  familiarize  him  with  the  basic 
sources  of  available  information,  and  fundamentals  of  procedure  require¬ 
ments  and  tax  regulations.  The  person  will  furnish  information  and  assis¬ 
tance  in  response  to  general  and  non- complex  inquiries  covering  subject 
areas  about  which  taxpayers  most  frequently  inquire  and  refer  to  senior 
employees  those  questions  beyond  his  capabilities  or  which  require  inten¬ 
sive  research  through  computation.  He  must  be  familiar  with  such  tax 
forms  and  publications  as  are  distributed  over  the  counter  by  the  Internal 
Revenue  Service,  Supervision  will  be  provided  by  senior  employees  of  the 
agency  during  the  in-service  training  and  probational  employment,  as  an 
employer  responsibility. 

The  responsibility  for  providing  a  30-day  evaluation  for  the  candidates 
referred  by  state  agencies  became  the  responsibility  of  the  training  agency. 
The  criteria  for  a  functional  evaluation  was  drawn  from  the  screening  cri¬ 
teria  and  the  previously  discussed  requirements  of  the  job.  The  criteria 
was  not  to  be  used  in  a  rigid  way,  but  rather  as  a  guide  to  the  advisory 
committee  in  dealing  with  each  person  as  an  individual.  The  evaluation  led 
to  a  final  recommendation  for  either  additional  personal  adjustment  training 
or  admission  to  the  training  of  the  prospective  for  the  prospective  job. 

Evaluation  Criteria 

Basic  principles:  Candidates  for  this  evaluation  are  accepted  on  the 
basis,  either  of  their  statement  or  prior  experience,  that  they  are  adjusted 
to  their  disability  and  are  ready  for  vocational  training.  Specific  demands 
of  the  job  require  the  proficient  use  of  certain  skills;  without  these  skills 
they  will  be  unable  to  take  the  expected  training  and  discharge  the  duties  of 
the  job. 

Definite  standards  of  performance  have  been  agreed  upon  for  this 
phase  of  the  project  by  the  prospective  employer,  the  referral  source  and 
the  evaluation  agency.  Evaluation  will  determine  the  levels  of  performance 
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in  the  skills  needed  by  a  blind  person.  The  process  of  evaluation  will  afford 
an  adequate  number  of  performance  operations  to  assess  the  dependable  use 
of  needed  skills  which  have  been  thought  to  be  necessary  for  the  job. 

Essential  areas  and  standards  of  performance: 

Area  I  1.  Mental  ability: 

A.  Level  of  measured  ability  must  be  in  the  range  of:  LQa 
105- 120c  (Higher  ability  may  be  accepted,  but  only 
after  an  interpretation  of  the  job  requirements  convinces 
the  person  and  evaluator  that  it  is  not  boring. 

Be  Sub-Tests:  Memory _ 

Vocabulary 

Digit  Span _ 

Area  II  Mobility  No  person  depending  upon  a  human  guide  is  regarded  as 

mobile,  and  capable  of  independent  travel.  The  person 
must  be  capable  of  independent  travel  and  during  the  eval¬ 
uation  and  later  training  period  must  use  the  city  bus  in¬ 
stead  of  private  transportation.  Evaluation  must  deter¬ 
mine  one  to  be  capable  and  willing  to  travel  safely  by 
this  method,  but  also  capable  of  ordering  and  directing  a 
taxicab,  if  needed. 

Ability  to  orient  to  new  situations  is  essential.  Moving 
proficiently  in  interiors  of  crowded  furniture  and  close 
working  space  is  necessary. 

Capable  use  of  a  guide  in  the  orientation  process  is 
essential. 

Area  III  Independent  Living:  Candidates  must  be  able  to  demonstrate 

ability  to  be  well  groomed:  i.  e„  hair  appropriately 
dressed,  cosmetics  and  hygenic  state. 

T,  D,  L,  :  Clothing  of  quality,  condition  and  suitable  for  public 
appointments  of  clerical  positions:  clothing  care  and 
persistent  good  personal  appearance  are  important  and 
must  meet  business  and  professional  standards. 

Etiquette:  Dining  and  food  handling  competence  is  important 
and  should  be  evaluated.  Can  one  manage  food  on  the 
plate,  knife,  fork,  spoon,  and  drink,  and  explore  the 
setting  without  upsetting  the  other  items  of  table  setting? 
Area  IV  Communicative  Skill  Evaluation: 

ij0  Braille:  Grade  used  is  important  since  the  B rallied  copy  is 
prepared  in  grade  II  and  perhaps  some  grade  I.  Reading  com¬ 
petency  should  be  measured  in  some  rating  of  words  per  min¬ 
ute  and  comprehension.  Writing  Braille  with  both  slate  and 
B raillewriter  is  important  since  notes  will  need  to  be  taken 
and  as  means  of  reminding  oneself  of  questions  and  other 
research  to  be  done.  A  file  system  may  be  desirable  for 
quick  reference,  which,  if  used,  will  need  to  be  produced  by 
the  worker. 

The  rate  at  which  one  can  write  with  the  stylus  will  be 
important.  One  needs  to  be  able  to  take  notes  at  normal 
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speaking  rate. 

2.  Handwriting :  Speed  and  legibility  are  almost  equally  impor¬ 
tant.  Handwriting  will  be  used  primarily  for  note-taking.  In 
some  instances  notes  will  need  to  be  passed  on  to  others.  If 
writing  is  illegible,  one  must  pass  such  information  on  by 
typewriter.  Verbal  communication  for  this  specific  use  of 
referring  matter  to  others  cannot  be  used,  dependably. 

Script  or  block  printing  may  be  acceptable  but  the  proficiency 
in  use  and  legibility  are  evaluations  that  must  be  made. 

3.  Typewriting :  Persons  must  be  capable  of  using  a  typewriter 
at  the  rate  of  1  5  to  20  words  a  minute.  It  is  necessary  that 
one  be  capable  of  writing  a  business  letter:  form  and  correct 
typing  as  well  as  competence  in  composing  thought,  or  message, 
will  be  needed  on  the  job.  Capable  use  of  the  machine,  however, 
is  the  factor  of  evaluation, 

4.  Telephone  Use,  Voice  and  Personality:  One  must  be  capable 
of  dialing  correctly,  and  the  voice  should  be  pleasing,  or  not 
offensive.  The  personality  on  the  line  is  actually  more  impor¬ 
tant,  One  must  be  deliberate,  speak  distinctly,  be  able  to 
listen,  and  accept  an  abrupt  manner  from  the  inquirer  as 
efficiently,  courteously  and  helpfully  as  if  it  were  stated  in  a 
pleasing  manner.  Questions  may  be  asked  that  require  re¬ 
search  before  being  answered.  The  worker  must  be  capable 
of  arranging  for  a  call  back  for  such  questions,  and  to  have 
presence  of  mind  to  recognize  questions  that  must  be  referred 
to  others  for  reply, 

5.  Mathematics:  One  must  be  evaluated  in  the  four  fundamentals 
of  elementary  arithmetic,  and  simple  interest  computation, 

6.  Recording  Equipment:  To  take  the  training  one  may  need  to 
use  talking  books  and  tape.  It  will  be  necessary  to  keep  in¬ 
formed  as  the  yearly  revisions  are  issued.  Competency  in 
the  procuring  and  using  of  such  equipment  must  be  evaluated. 

Area  V  Availability  for  Employment:  This  evaluation  is  set  for  clarifying 
both  the  motivation  for  employment  and  the  availability  of  the 
person  for  taking  a  job.  Does  the  candidate  understand  that 
such  jobs  exist  principally  in  large  cities,  or  centers  of  popu¬ 
lation?  One  cannot  reasonably  expect  to  find  this  job  in  a 
small  town. 

If  a  person  has  family  members  for  whom  the  person  is 
responsible,  can  they  move  to  a  place  of  employment,  or 
can  they  live  independently  of  each  other?  This  is  more 
complicated  if  the  family  member  has  a  job  and  is  limited  in 
being  transferred  or  will  find  it  difficult  to  change  to  another 
employment  situation. 

Instructional  Staff 

This  program  began  in  March  1  967  with  Mrs,  Ethel  Estes,  a  retired 
public  school  teacher  as  instructor.  She  received  orientation  on  subject 
matter  from  employees  of  the  IRS  office  in  Little  Rock  and  was  furnished 
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with  basic  reference  materials  such  as  Publication  17,  Publication  334, 
Publication  15,  IRS  Training  #2221  and  "The  50  Most  Asked  Questions",,  She 
spent  time  in  the  IRS  office  observing  the  operations  of  the  taxpayer  service 
unit.  She  consulted  with  Mrs,  Mary  E,  McClaren,  then  supervisor  of  that 
unit,  concerning  particular  questions  and  problems  as  they  arose. 

The  only  braille  material  available  in  the  beginning  was  Publication 
17,  Mrs,  Estes  dictated  to  her  class  Publication  15  and  other  materials 
needed  by  the  trainees  as  she  acquired  it. 

In  May  1968  Mrs.  McClaren,  then  retired  from  Internal  Revenue 
Service,  joined  the  program  as  consultant.  She  helped  re-design  the 
course,  added  new  materials  and  with  the  assistance  of  the  trainees  pre¬ 
pared  braille  master  copies  of  all  supporting  forms  for  Form  1040  as  well 
as  the  employment  tax  forms  and  related  publications. 

The  course  has  remained  substantially  the  same  for  all  subsequent 
classes  and  is  kept  up-dated  to  conform  with  changes  in  the  tax  laws.  In 
May  of  196  9  Mrs.  Estes  left  the  program  and  was  replaced  by  Mr,  Don 
Dull,  who  had  been  a  teacher  in  high  school  and  business  college,  as  well 
as  bookkeeper  and  accountant  who  had  dealt  with  tax  work. 

Subject  Matter  of  the  Course 

The  subject  matter  of  the  course  as  it  developed  through  the  several 
groups  trained  finally  included:  Introduction;  income  tax;  employment  in 
excise  taxes;  other  taxes;  administrative  provisions;  exempt  organiza¬ 
tions;  departing  alien  clearance;  and  automatic  data  processing.  (For  a 
full  outline  of  the  entire  course  sequence,  see  Appendix  A,  "Outline  of 
Course  Material,  ") 

Representatives  of  the  Little  Rock  office  of  Internal  Revenue  Service 
regularly  visit  the  class  and  give  a  4  hr.  lecture  on  collection  procedures 
in  order  to  introduce  the  subject  and  give  background  information,  it  is 
anticipated  that  graduates  of  this  course  are  given  permanent  positions  in 
the  district  offices  and  are  assigned  a  full  range  of  TSR  responsibilities 
they  they  will  be  given  intensive  training  in  collection  procedures  at  that 
time » 

Guest  speakers  regularly  come  in  order  that  the  trainees  may  bene¬ 
fit  from  experts  in  various  fields;  for  example,  Internal  Revenue  agents 
lecture  on  sales  and  exchange  of  property  and  explain  changes  in  treatment 
under  the  tax  reform  act.  Representatives  from  the  Social  Security  Admin¬ 
istration  visit  the  class  and  explain  certain  provisions  of  Social  Security  law 
that  are  of  interest  in  connection  with  the  Social  Security  taxes.  The  Director 
of  the  Savings  Bond  Division,  U.;  S  '  Treasury,  explains  "different  types  of  se¬ 
curities-,  When  visitors  from  the  Internal  Revenue  Service  Center  are  in 
town,  they  are  asked  to  visit  the  class  and  explain  any  new  developments  in 
computer  operations. 
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Course  Schedule 

As  the  course  has  developed;,  it  now  covers  a  period  of  1  5  weeks. 
While  the  schedule  is  flexible*  depending  upon  the  needs  of  the  individual 
trainees,  there  is  prepared  at  the  beginning  of  each  new  class,  a  day-by¬ 
day  schedule  based  on  the  following  general  plan: 

Introduction  and  Income  Tax  -  eight  weeks. 

Employment  and  Excise  Taxes  -  five  weeks, 

Automatic  Data  Processing  (including  typing  of  Forms)  -  1  week. 
Other  taxes,  exempt  organizations  and  departing  aliens  -  1  day. 
Administrative  provisions  -  1  day. 

Guest  speakers  -  3  days. 

Incorporated  within  this  schedule  is  the  testing  program  which 
includes  weekly  written  tests  and  also  shorter  quizzes  both  written  and 
oral  and  the  work  also  includes  role-playing  sessions  which  are  often  re¬ 
corded  on  tape  for  play-back  and  critical  comment,  (For  a  listing  of  both 
the  sectional  tests  and  the  weekly  tests,  see  Appendix  B,  "Course  Testing 
Materials,  ") 

Reference  Materials: 

Each  trainee  needed  a  series  of  materials  for  use  as  reference  in¬ 
formation  during  the  course.  The  materials  provided  each  person  were 
these : 

In  Braille: 

Publ,  17  -  "Your  Federal  Income  Tax"  -  12  volumes 

Publ,  334-  "Tax  Guide  for  Small  Business  -  16  volumes 

Publ,  15  -  "Employers’  Tax  Guide"  -  2  volumes 

Publ,  225-  "Farmers'  Tax  Guide"  -  4  volumes 

Publ,  349-  "Federal  Use  Tax"  -  1  volume 

Publ,  3  08  -  1  volume 

Publ,  3  78  -  1  volume 

"Most  Frequently  Asked  Questions"  -  2  volumes 

Form  W  -  2  1  volume 

Form  W- 3  1  volume 

Form  W-4  -  (in  Circ,  E)Sch:A  &  Sch.E-2  volumes 


Percentage  Method  of  Withholding 


F  orm 

720 

1 

volume 

Form 

940 

1 

volume 

Form 

941 

1 

volume 

Form 

942 

1 

volume 

F  orm 

943 

1 

volume 

Form 

941 C 

1 

volume 

F  orm 

843 

1 

volume 

Form 

1096 

1 

volume 

F  orm 

1099 

I 

volume 

-11- 


2  volumes 


Form  1  040X  and  Instructions 
F orm  2119 
F  o  rm  2120 
F orm  2210 
F orm  2440 
F orm  2441 
F  o  rm  1310 
F orm  2290 

List  of  Principal  Forms 
List  of  Publications 

ADP  instructions ,  including  explanation  of  Document  Locator 
Number  and  list  of  principal  System  Codes 

Instructions  for  Typing: 

Form  1040,  pages  1  and  2 
F orm  2450 
F orm  3  774 
Form  3870 
F orm  3  911 
F orm  4442 

Braille  "picture11  of 

W2 

1040 

3870 

940 

941 
TDA 
TDI 

Training  material  recorded  on  cassette  tape  by  instructors 

A.  Excerpts  from  Southwest  Region  "Brown  Book" 

(ADP  Information  Transmittal  70-1) 
lc  Definition  of  terms 
2„  Numerical  list  of  forms  used 

3.  Computer  Condition  Codes 

4.  Document  Locator  Number 

5.  Master  File  Document  Codes 

6o  Transaction  Codes  (entire  list,  including  remarks) 

7„  Taxpayer  Notices 
80  Computer  Paragraphs 

B. ,  Information  about  Exempt  Organizations 

1  o  Code  sections  providing  exemption 
2.  How  to  apply  for  exemption  (Forms  used) 

30  Employment  tax  returns  required  of  various  organizations 
4„  Information  returns  required  of  various  organizations 
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5,  References  to  Publ, 


Co  Information  about  Departing  Alien  Clearance  Procedure 
1»  Description  of  Form  2063 

2„  Description  of  Form  1040C 

3o  Description  of  Form  1040NR 

Sequence  of  Training  Groups 

Training  program  initiated  in  the  pilot  project  and  continued  through 
a  demonstration  grant  during  the  years  from  1  967  into  1971  included  a  se¬ 
quence  of  ten  groups  with  an  eleventh  which  was  begun  during  the  terminal 
period  of  the  project  and  which  will  continue  into  the  period  beyond.,  A  list¬ 
ing  of  these  groups  in  sequence  follows: 

Group  1  began  its  evaluation  in  March  1967,  Of  the  four  persons 
referred  for  evaluation;  one  left  without  training  and  three  entered  the  train¬ 
ing  directly  from  the  evaluation.,  Two  of  these  accepted  trial  placement  only 
and  one  satisfactorily  completed  his  work  and  is  currently  employed. 

Group  2  had  four  persons  referred  for  evaluation  in  January  1968, 
All  four  entered  training  directly  from  the  evaluation.  Three  completed  the 
training  and  were  satisfactorily  employed*  while  the  fourth  was  prevented 
from  working  by  ill  health. 

Six  persons  were  referred  for  evaluation  in  training  group  3  on  May 
1968,  Of  these,  one  left  without  training;  two  remained  at  Arkansas  Enter¬ 
prises  for  the  Blind  for  readiness  training,  and  three  entered  the  training 
program  directly  from  evaluation.  Of  these,  one  left  before  the  training  was 
completed,  and  two  satisfactorily  completed  the  work  and  were  employed. 

Twelve  persons  were  referred  for  evaluation  in  group  4  in  Sept, 

1968,  Three  left  without  training;  two  stayed  at  AEB  for  further  readiness 
training,  and  seven  entered  training  directly  from  evaluation.  With  one 
other  person  joining  them  who  had  remained  for  readiness  training  from  the 
previous  group.  Of  these  eight  persons,  seven  satisfactorily  completed  the 
work  and  were  employed  and  one  left  training  before  its  completion. 

Twelve  persons  were  referred  for  evaluation  for  group  5  in  January 

1969,  Of  these*  three  left  without  training;  two  remained  at  the  Center  for 
readiness  training;  seven  entered  training  directly  from  evaluation  and  one 

entered  training  after  having  had  further  readiness  training.  Of  these, 
eight  satisfactorily  completed  their  training  and  were  employed,  but  one  did 
not  wish  to  transfer  to  another  office  after  reduction  in  force  and  voluntarily 
left  employment. 

For  group  6,  there  were  seven  referrals  in  May  196  9c  Two  of 
these  left  without  training  and  four  remained  at  AEB  for  readiness  training. 
One  person  entered  training  directly  from  evaluation  and  two  entered  train¬ 
ing  after  having  had  further  readiness  training.  All  three  were  satisfactorily 
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employed  after  completing  their  work. 

Eleven  people  were  referred  for  evaluation  in  group  7  in  September 
1969o  Of  these,  two  left  without  training  and  six  remained  at  AEB  for  fur¬ 
ther  readiness  training.  Three  entered  training  directly  from  evaluation, 
joined  by  five  from  previous  groups  who  entered  after  further  readiness 
training.  Of  these  eight,  seven  satisfactorily  completed  their  work  and 
were  employed  and  one  left  training  before  its  completion.  Two  of  the 
seven  accepted  the  700  hour  appointment  only. 

Fifteen  persons  were  referred  for  evaluation  for  group  8,  in 
January  1970;  two  left  without  training  and  11  remained  at  AEB  for  readi¬ 
ness  training;  two  entered  training  directly  from  evaluation  and  six  enter¬ 
ed  from  previous  groups  after  readiness  training.  One  left  before  the 
training  was  completed,  and  satisfactorily  completed  their  work  and  were 
employed. 

Eight  persons  were  referred  for  evaluation  in  May  1970  for  group 
number  9;  one  left  without  training,  and  four  remained  at  AEB  for  readi¬ 
ness  training;  three  entered  training  directly  from  evaluation  and  seven 
entered  training  after  further  readiness  training;  of  these  ten,  one  left 
before  training  was  completed;  eight  satisfactorily  completed  their  work 
and  are  employed  and  one  is  seeking  a  job  in  a  specific  location. 

Seventeen  people  were  referred  for  evaluation  in  September  1970 
for  group  IfX;  five  left  without  training;  and  seven  remained  at  AEB  for 
readiness  training;  five  entered  training  directly  from  evaluation  and  four 
entered  after  having  received  further  readiness  training;  two  left  before 
the  completion  of  the  program,  and  seven  satisfactorily  completed  the 
training  with  six  being  employed  by  Internal  Revenue  Service  and  one  by 
Social  Security  Service. 

Group  11  is  currently  being  trained  at  the  time  of  this  writing. 

Table  I  shows  the  sequence  of  training  groups  and  group 
information. 
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TRAINING  GROUPS 
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CHAPTER  III 


RESULTS 


Introduction 

As  the  program  proceeded  as  indicated  in  the  preceding  chapter*  it  was 
possible  to  compile  the  results  into  various  areas. 

Information  about  the  trainees  was  arranged  to  compare  various  sub¬ 
groups  of  the  total  number  of  persons  referred  for  evaluation.  The  evaluation 
of  skills  basic  to  the  training  activities  also  were  dealt  with.  The  back¬ 
ground  and  evaluation  were  compared  in  relation  to  those  who  had  success¬ 
fully  completed  the  work  and  were  employed,  and  those  who  were  not  able 
to  proceed  with  the  training.  Test  scores  were  compiled  for  those  taking 
the  training. 

Instructors'  comments  were  gathered  concerning  the  subjective  aspects 
of  their  work.  For  those  entering  IRS  positions*  after  several  months, 
questionnaires  were  sent  to  them,  another  to  their  counselors,  and  another 
to  their  supervisors  to  determine  the  effectiveness  of  training  in  the  actual 
job.  This  was  done  on  each  year  for  three  years.  Counselors  of  those  who 
did  not  enter  training  were  also  contacted  to  determine  any  further  educa¬ 
tional  and  work  experiences  of  those  persons.  The  results  are  included  in 
this  chapter. 

For  purposes  of  the  study*  four  categories  relating  to  visual  background 
are  used:  congenital  -  total*  which  refers  to  those  persons  with  complete 
lack  of  vision  since  birth;  congenital  -  partial*  which  refers  to  those  per¬ 
sons  with  visual  disability  but  some  usable  vision  since  birth;  advantitious- 
total,  which  refers  to  those  persons  with  complete  lack  of  vision  with  an 
onset  any  time  after  birth;  advantitlous  -  partial,  which  refers  to  those 
persons  with  visual  disability  with  an  onset  any  time  after  birth  but  with 
some  usable  vision. 

Another  major  categorization  involves  the  areas  referred  to  as  "em¬ 
ployed"  and  "other".  In  order  to  compare  the  characteristics  of  the  per¬ 
sons  who  were  referred  for  IRS  training*  but  did  not  enter  it  after  evalua¬ 
tion  or  who  did  not  complete  it  after  entering  it*  various  factors  are  chart¬ 
ed  to  provide  information  about  these  divisions  and  the  total  group. 

For  purposes  of  this  study,  the  terms  "employed"  and  "other"  are 
used  to  differentiate  these  two  elements  of  the  population.  "Employed" 
refers  to  those  who  completed  the  training  satisfactorily  and  initially 
entered  job  positions,  "Other"  refers  to  any  person  who  was  referred  to 
IRS  training*  who  at  any  point  left  the  evaluation  or  training  program  with¬ 
out  satisfactorily  completing  it  and  initially  entering  IRS  employment  or 
related  employment.  For  general  purposes*  56  persons  are  categorized 
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as  "employed",  and  40  as  "other". 

The  number  of  persons  included  in  the  measurements  found  in  the  ta¬ 
bles  of  this  chapter  vary  as  appropriate  to  the  categories.  For  example, 
in  measuring  the  Braillewriting  speed,  the  group  dealt  with  excludes  auto¬ 
matically  those  persons  who  functioned  with  print  material.  Or,  since 
persons  in  the  "other"  category  include  persons  who  left  during  the  first 
week  of  evaluation,  all  the  way  to  persons  who  left  during  the  last  month 
of  the  IRS  training,  the  number  of  scores  available  in  the  various  cate¬ 
gories  varies. 

Scores  that  refer  to  the  "evaluation"  deal  with  the  first  month  a  per¬ 
son  was  in  the  program.  During  this  time,  he  was  evaluated  on  his  pro¬ 
ficiency  in  the  various  areas.  If  he  had  deficiencies,  it  was  recommended 
that  he  remain  for  "readiness  training"  in  those  skills.  In  those  instances, 
a  person  staying  for  readiness  training  had  a  record  of  two  scores  for  each 
skill.  An  "evaluation  score"  refers  to  the  measure  of  proficiency  after  an 
amount  of  readiness  training  that  varied  from  a  few  weeks  to  many  months 
depending  on  the  degree  of  need.  Scores  in  any  of  the  reading  or  writing 
skills  are  measured  on  a  "words  per  minute"  (w/p/m)  basis. 

Areas  From  Which  Candidates  Were  Referred 

Candidates  for  IRS  evaluation  were  referred  from  34  states  including 
Alabama,  Arkansas,  California,  Connecticut,  Colorado,  Delaware, 

Georgia,  Illinois,  Indiana,  Kentucky,  Louisiana,  Maryland,  Massachusetts, 
Michigan,  Minnesota,  Missouri,  Mississippi,  North  Carolina,  New  Jersey, 
New  Mexico,  New  York,  Nevada,  Ohio,  Oklahoma,  Oregon,  Pennsylvania, 
Rhode  Island,  South  Carolina,  Tennessee,  Texas,  Virginia,  Washington, 
Wisconsin  and  Vermont. 

Age  Factors 

Two  age  factors  were  considered:  the  age  at  which  a  person  was  re¬ 
ferred  for  training,  and  the  age  of  onset  of  visual  difficulty.  Each  factor 
is  dealt  with  in  two  ways.  First,  Table  2  compares  the  ages  of  all  persons 
referred,  by  the  four  visual  categories.  Second,  Table  3  compared  the 
ages  of  all  persons  referred,  by  the  two  employment  categories.  Third, 
Table  4  compares  the  age  of  onset  of  blindness  by  visual  categories.  And, 
fourth,  Table  5  compares  the  age  on  onset  of  blindness  by  employment 
categories. 
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TABLE  2 


Ages  of  Persons  Referred 
for  IRS  Training 


Age 

Congenital- 

Total 

Congenital- 

Partial 

Adventitious  - 

Total 

Adventitious  - 

Partial 

Total 

18 

1 

1 

19 

1 

1 

20 

1 

2 

1 

1 

5 

21 

3 

3 

22 

2 

4 

1 

1 

8  j 

23 

4 

2 

1 

1 

8 

24 

2 

2 

2 

6  j 

25 

1 

1 

26 

2 

2 

4 

27 

1 

1 

1 

1 

4 

28 

3 

1 

2 

6 

29 

1 

1 

2 

4 

30 

1 

1 

1 

3 

31 

1 

1 

32 

1 

1 

2 

33 

2 

1 

1 

1 

5 

34 

1 

1 

2  j 

35 

1 

1 

36 

1 

1 

37 

3 

3 

38 

1 

1 

2 

40 

1 

1 

2  1 

41 

1 

1 

2 

4 

42 

1 

1 

2 

43 

1 

1 

44 

1 

1 

2 

46 

1 

1 

47 

1 

1 

2 

48 

1 

1 

51 

1 

1 

2 

52 

1 

1 

54 

3 

3 

56 

1 

1 

57 

1 

1 

58 

1 

1 

59 

1 

1 

TOTAL 

30 

21 

27 

18 

96  j 
_ 
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TABLE  3 


Age  of  Persons  Entering  Evaluation 


-Age , 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

129  30 

31 

32 

33 

34 

Employed 

1 

•g 

X 

2 

2 

3 

1 

1 

1 

2 

4 

2 

2 

«•  Other 

3 

1 

5 

7 

5 

4 

2 

2 

2 

3 

1 

2 

3 

2 

Age 

35  j 

36, 

37 

38 

39 

40 

41 

42 

43 

44 

45 

46 

47 

48 

49 

50 

51 

Employed 

I 

1 

1 

2 

2 

2 

1 

1 

1 

1 

Other 

— 

1 

— 

2 

1 

2 

1 

1 

1 

1 

1 

Age 

52  53  54 

55 

56 

57 

58 

59 

Employed 

1  2 

1 

1 

JL 

Other 

1 

1 

1 

TABLE  4 


Age  of  the  onset  of  Blindness 
in  Persons  Referred  for  IRS  Training 


Age 

Birth 

3 

4 

5 

7 

8 

9 

10 

11 

12 

13 

15 

Advent  ill  oil®  - 
Total 

3 

2 

1 

1 

1 

1 

2 

1 

1 

3 

■  I 

Adventitious  - 

Partial 

1 

1 

1 

1 

1 

1 

1 

Age 

Birth 

16 

18 

p !  9 

21 

23 

25 

26 

29 

30 

32 

37 

40 

A  - 

T 

1 

1 

1 

2 

1 

1 

1 

1 

A  - 

P 

1 

1 

2 

1 

1 

1 

1 

Age 

Birth 

41 

43 

44 

50 

53 

5  5 

Total 

51 

A-T 

I 

1 

27 

A-P 

1 

1 

1 

1 

18 
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TABLE  5 


Age  of  Onset  of  Blindness 
in  Employed  and  Other 


Age: 

At 

Birth 

3 

4 

5 

7 

8 

9 

10 

11 

12 

13 

15 

16 

18 

Employed 

32 

3 

2 

2 

1 

1 

1 

2 

1 

1 

1 

1 

Other 

19 

1 

l 

1 

1 

3 

1 

1 

Age: 

19 

21 

23 

25 

26 

29 

30 

32 

Employed 

1 

1 

1 

L 

1 

Other 

1 

1 

2 

2 

1 

Age: 

37 

40 

41 

43 

44 

50 

53 

55 

Employed 

1 

1 

1 

Other 

s. 

1 

1 

1 

1 

1 
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Sex  Distribution 


The  number  of  males  and  females  referred  for  training  is  compared  in 
two  ways.  First,  the  distribution  is  made  in  Table  6  in  terms  of  the  visual 
categories,  and  second,  the  distribution  is  made  in  Table  7  in  terms  of  em¬ 
ployment  categories.. 


TABLE  6 


Sex  Distribution  of  Persons  Referred  for  IRS  Training 


Sex 

Con. 

Total 

Con. 

Partial 

Ad  van. 

Total 

Ad  van. 

Partial 

Total 

Male 

23 

19 

22 

14 

78 

Female 

7 

2 

5 

4 

18 

Total 

30 

21 

27 

18 

96 

TABLE  7 

Sex  of  Employed  and  Other 


Sex 

M 

. 

F 

- 

Total 

Employed 

43 

13 

56 

Other 

35 

5 

V 

o 

Total 

78 

18 

_ 

96 

Marital  Status  of  Trainees 

The  marital  status  of  the  persons  referred  for  IRS  training  are  de¬ 
lineated  in  Table  8  by  the  two  employment  categories. 


TABLE  8 

Marital  Status  of  Employed  and  Other 


Status : 

Single 

Married  to 

1st  wife 

Married  to 
2nd  wife 

Divorced 

Separated 

Widow  or 
Widower 

Employed 

35 

16 

2 

2 

1 

Other 

15 

16 

2 

1 

2 
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Parental  Status 

Table  9  classifies  the  marital  status  of  the  parents  of  trainees  in  terms 
of  both  parents  deceased,  father  only  living,  mother  only  living,  both  living, 
and  adopted. 


TABLE  9 


Parental  Status  of  Employed  and  Other 


jj  Parental 

I  Relationship 

Both 

Parents 

Deceased 

F  ather 

Only 

Living 

Mother 

Only 

Living 

Both 

Living 

Adopted 

Employed 

5 

4 

8 

38 

1 

Other 

3 

2 

9 

25 

1 

Sibling  Relationships 

Regarding  sibling  relationship,  two  factors  were  considered:  the 
number  of  children  in  the  family,  and  the  position  of  the  trainee  by  se¬ 
quence  of  birth.  Table  10  indicates  this  sibling  relationship  for  the  em¬ 
ployed  group,  and  IVole  10a  indicates  this  sibling  relationship  for  the 
"other"  group. 

TABLE  10 


Sibling  Relationship  of  Employed 


No.  of  children 
in  family 

1 

2 

3 

4 

5 

6 

7 

8 

■  ■ " 

9 

Sequence  of 

1  st 

4 

8 

5 

3 

1 

2 

Birth:  (1st  child, 

2nd 

8 

2 

2 

I 

2nd  child,  etc.  ) 

3rd 

2 

2 

1 

4th 

1 

3 

1 

1 

5  th 

1 

1 

1 

1 

6  th 

1 

1 

7th 

. 

j 

8  th 

i 

1 

9  th 

L 

1 

_ 

22- 


TABLE  10  a 


Sibling  Relationship  of  "Other" 


No.  of  children 
in  family 

i 

2 

3 

4 

5  1 

6 

7 

8 

9 

Sequence  of 

1  st 

6 

1 

1 

2 

Birth:  (1  st  child, 

2nd 

4 

4 

1 

3 

,  1 

1 

2nd  child,  etc.  ) 

3rd 

1 

1 

4th 

2 

1 

5th 

1 

1 

6  th 

7th 

8th 

i 

9th 

L 

1 

Educational  Factors 

Two  education  factors  were  considered.  These  included  the  considera¬ 
tion  of  the  type  of  primary  and/or  secondary  school  attended,  and  the  educa¬ 
tional  level  attained  as  shown  by  the  highest  degree  earnedo  The  first  aspect 
is  included  in  Table  11,  which  differentiates  those  who  attended  public  school, 
school  for  the  blind.,  or  both,  by  employment  categories.  The  second  aspect 
is  included  in  Table  12,  comparing  visual  categories,  and  Table  13,  compar¬ 
ing  employment  categories. 


TABLE  11 


Type  of  Primary  and/or  Secondary 
School  Attended  by  "Employed" 
and  "Other" 


Type  of  School 

. . 

Public  School 

School  for 

the  Blind 

Both 

Employed 

24 

24 

8 

Other 

19 

1 6 

5  I 
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TABLE  12 


Highest  Degree  of  Persons 
Referred  for  IRS  Training 


Degree 

C-T 

C-P 

A-T 

A-P 

Total 

High  Sch. 

17 

14 

17 

13 

61 

BA 

7 

4 

5 

3 

19 

BS 

2 

1 

3 

PhB 

1 

1 

BMS 

3 

1 

4 

LLB 

1 

1 

1 

3 

MA 

2 

2 

1 

5 

Total 

30 

21 

27 

18 

96 

TABLE  13 


Highest  Degree  of  "Employed" 
and  "Other" 


Degree:  10th 

High 

School 

BA 

BS 

PhB 

BMS 

LLB 

MA 

Employ¬ 

ed 

1 

32 

12 

1 

3 

7 

Other 

31 

6 

1 

1 

1 

The  Wechsler  Adult  Intelligence  Scale  (WAIS) 

The  Wechsler  Adult  Intelligence  Scale  (WAIS),  verbal  section,  was 
used  as  a  measure  of  intelligence  level.  The  sub- sections  included  the 
following: 

Info rmation:  Information  gained  from  experience  and  education; 
intellectual  effort;  alertness  to  the  world  around  him. 
Comprehension:  Practical  knowledge  and  social  judgment;  an¬ 
ticipation  and  judging  consequences;  (poor  verbalizers  often 
score  low). 

Arithmetic:  Concentration  and  arithmetic  reasoning;  specific 
school  learning;  mental  alertness. 

Similarities :  Ability  to  recognize  and  describe  essential  re¬ 
lations  between  objects  or  ideas;  verbal  concept  formation 
concrete  vs.  abstract  kinds  of  thinking. 

Digit  Span:  Attention  and  auditory  memory;  self-control; 

(low  score  may  indicate  anxiety). 

Vocabulary:  Best  single  measure  of  verbal  Intelligence  and 
learning  ability;  cultural  environment  reflected;  potentially 
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for  dealing  with  symbols,  quality  and  character  of  thought  pro¬ 
cesses. 

The  results  of  the  above-mentioned  units  are  included  in  Tables  14, 
15,  16,  17,  18,  and  19,  respectively.  Each  indicates  the  scaled  score, 
and  the  number  of  persons  in  the  "employed"  and  "other"  categories  fall¬ 
ing  within  each  section.  In  Table  20  the  whole  verbal  section  is  computed 
and  breaks  down  the  results  by  the  four  visual  categories,  indicating  the 
tabulated  I.Q.  for  each  person.  Table  21  utilizes  the  same  information, 
but  is  arranged  to  compare  the  I.Q.  levels  of  the  "employed"  and  "other" 
groups „ 


The  scaled  scores  and  I.Q.  scores  are  related  and  identified  as 
follows : 


I.  Q.  Score 
69+  Below 
70-79 
80-89 
90-109 
110-119 
120-129 
130+  Above 


Scaled  Score 
0-5  Defective 
6  Borderline 
7-8  Dull  Normal 
9- 1 1  Average 
12  Bright  Normal 
13-14  Superior 
15+  Very  Superior 


TABLE  14 


Comparison  of  WAIS  Information 
Section  Scores  for  Employed 
and  Others 


Sealed 

Score 

8 

9 

10 

11 

12 

13 

14 

15 

.16 

17 

18 

Employed 

3 

1 

4 

7 

16 

4 

3 

4 

2 

Other 

1 

3 

4 

3  ; 

4 

2 

7 

2 

1 

1 

TABLE  15 


Comparison  of  wAtS  Comprehension  Section 
Scores  for  Employed  and  Others 


Sealed 

Score 

8 

9 

10 

11 

12 

13 

14 

15 

]6 

17 

18 

19 

Employed 

1 

4 

i 

3 

2 

4 

6 

3 

3  : 

10 

6 

Other 

2 

3 

1 

3 

3 

3 

3 

3 

3 

3 

1 
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TABLE  16 

Comparison  of  WAIS  Math  Scores 
for  Employed  and  Others 


TABLE  17 


Comparison  of  WAIS  Similarities  Section 
Scores  of  Employed  and  Others 


TABLE  18 


Comparison  of  WAIS  Digit  Span  Scores 
for  Employed  and  Others 


TABLE  19 


Comparison  of  WAIS  Vocabulary  Scores 
for  Employed  and  Others 


|  Scaled 

Score 

3 

9 

10 

11 

12 

1  3 

14 

15 

16 

17 

18 

r 

19  1 

Employed 

■■ 

1 

2 

7 

5 

7 

7 

-5 

6 

2 

2  ! 

Other 

i 

3 

3 

5 

6 

2 

2 

2 

n.  - - - 

2 

-26- 


TABLE  20 


LQ,  Level  of  Persons  Referred 
for  IRS  Training 


I.  Q. 

Congenital 

Total 

C  ongenital 
Partial 

Adventitious 

Total 

Adventitious 

Partial 

T  ctal 

Unknown 

1 

4 

1 

6 

89 

1 

1 

92 

1 

1 

99 

1 

1 

103 

1 

1 

105 

1 

1 

106 

1 

1 

110 

1 

1 

2 

111 

1 

1 

2 

112 

2 

2 

113 

4 

1 

2 

7 

114 

2 

2 

115 

1 

2 

1 

4 

116 

1 

1 

1 

3 

117 

1 

1 

1 

1 

4 

118 

4 

2 

1 

1 

8 

119 

1 

1 

2 

1 

5 

120 

1 

2 

1 

4 

121 

1 

1 

2 

122 

1 

1 

1 

1 

4 

123 

2 

2 

124 

1 

1 

125 

1 

1 

2 

126 

1 

1 

1 

3 

127 

2 

1 

1 

4 

128 

1 

1 

129 

1 

1 

2 

130 

1 

1 

2 

131 

2 

2 

132 

1 

1 

2 

133 

2 

2 

134 

1 

1 

136 

1 

1 

137 

2 

1 

3 

138 

1 

1 

2 

139 

1 

1 

141 

1 

1 

2 

142 

1 

1 

143 

1 

1 

30 

21 

27 

18 

96 
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TABLE  21 


WAIS  Verbal  I/Q. 


I.Q. 

89 

92 

99 

103 

105 

106 

no. 

in 

112 

113 

114" 

Employed 

i 

i 

4 

1 

Other 

1 

1 

r 

1 

1 

i 

i 

■ 

2 

3 

1 

IT 

T  1  5 

116 

117 

118 

119 

1 2D 

121 

122 

123 

124 

125 

Employed 

2 

2 

1 

3 

4 

4 

2 

3 

1 

1 

2 

Other 

2 

1 

3 

5 

1 

‘ 

1 

I.Q. 

126 

127 

128 

129 

130 

131 

132 

133 

134 

136 

137 

Employed 

1 

4 

1 

2 

2 

2 

2 

1 

2 

Other 

1 

1 

1 

- 

1 

1 

1 

I.Q.  

138 

139 

141 

142 

143 

Employed 

1 

1 

2 

1 

Othe  r 

1 

1 

Pennsylvania  Bi-Manual  Work  Sample 

The  Pennsylvania  Bi- Manual  work  sample  essentially  measures 
manual  speed  and  dexterity  and  is  also  an  indicator  of  tactual  sense*  spa- 
cial  concepts,  bi-lateral  coordination  and  quickness  of  ability  to  orient  to 
a  particular  work  area.  The  scoring  is  done  according  to  the  number  of 
minutes  taken  to  complete  the  task  and  is  converted  into  a  percentile 
score  according  to  the  age,  sex,  and  visual  capabilities  of  the  individual, 
"Assembly”  refers  to  the  process  of  putting  together  materials,  and  "dis¬ 
assembly"  refers  to  the  opposite  process. 

Table  22  compares  the  assembly  scores  for  the  Pennsylvania  Bi- 
Manual  Work  Sample  for  the  "employed"  and  "other"  groups,  and  Table 
23  compares  the  dissembly  scores. 
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TABLE  22 


Comparison  of  Pennsylvania 
Bi-Manual  Work  Sample  Assembly  Scores 
for  Employed  and  Others 


Percentile 

Score 

1 

2 

5 

10 

12 

15 

t 

20 

30 

35 

40 

45  ' 

50 

Employed 

1 

4 

2 

1 

1 

3 

6 

1 

5 

1 

7 

Other 

1 

1 

1 

4 

1 

3 

2 

■  ■  -  ■  f 

6 

Percentile 

Score 

60 

68 

70 

75 

80 

90 

93 

Employed 

4 

1 

5 

3 

1 

1 

Other 

3 

2 

1 

2 

TABLE  23 


Comparison  of  Pennsylvania 
Bi-Manual  Work  Sample  Dissembly  Scores 
for  Employed  and  Others 


Percentile 

Score 

i 

2 

5 

8 

10 

12 

20 

25 

30 

40 

I  j 

45 

48 

Employed 

2 

1 

1 

2 

1 

4 

2 

4 

7 

2 

Other 

2 

4 

3 

4 

2 

1 

Percentile 

Score 

50 

60 

70 

80 

85 

90 

95 

98 

Employed 

■  ■> 

6 

3 

3 

1 

3 

1 

3 

Other 

2 

3 

2 

4 

2 
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Evaluation  and  Readiness  Training 

The  month-long  evaluation  period  identified  the  level  of  proficiency- 
in  skills  relating  to  the  work  and  the  readiness  training  was  available  to 
prepare  those  found  deficient  in  any  of  the  skills. 

The  following  series  of  tables  (1)  compare  the  accuracy  or  speed  in 
a  particular  skill  of  the  "employment"  and  "other"  groups  at  the  final  level 
of  his  performance  (evaluations,  if  the  person  did  not  receive  any  readiness 
trainings  and  "after  readiness  training"  if  he  received  further  instruction) 
and  (2)  compare  the  speed  or  accuracy  in  a  particular  skill  of  individuals 
before  and  after  readiness  training,  in  both  the  "employed"  and  "other" 
groups. 

In  the  tables  showing  individual  progress,  the  letters  used  for  train¬ 
ees  do  not  indicate  the  same  person  in  different  tables,  since  each  person 
had  widely  different  training  needs.  The  degree  of  "change"  indicated  in 
these  tables  refers  to  the  difference  in  the  level  of  performance  shown  by 
the  "evaluation"  score  and  the  "after  training"  score.  In  instances  where 
the  level  of  performance  decreases  after  training,  the  "change"  numeral  is 
preceded  by  a  minus  (-)  sign. 

Table  24  deals  with  individual  change  in  Braille  reading  speed  for  the 
"employed"  group,  and  Table  25  for  the  "other"  group.  Table  26  compares 
the  Braille  reading  speeds  of  the  two  groups. 

Table  27  deals  with  individual  change  in  Braille  Writer  speed  for  the 
"employed"  group  and  Table  28  for  the  "other"  group.  Table  29  compares 
the  Braille  Writer  speed  of  the  two  groups. 

Table  3  0  deals  with  individual  change  in  Braille  Slate  Writing  speed 
for  the  "employed"  group,  and  Table  31  for  the  "other"  group.  Table  32 
compares  the  Braille  Slate  Writing  speed  of  the  two  groups. 

Table  33  deals  with  individual  change  in  typing  speed  for  the  "em¬ 
ployed"  group  and  Table  34  for  the  "other"  group.  Table  35  compares 
the  typing  speed  of  both  groups. 

Table  36  deals  with  individual  change  in  accuracy  of  mathematical 
calculation  (especially  using  abacus)  for  the  "employed"  group  and  Table 
37  for  the  "other"  group.  Table  38  compares  the  accuracy  of  mathemati¬ 
cal  calculation  of  both  groups. 


TABLE  24 


Comparison  in  Braille  Reading  Speed 
During  Evaluation  and  After  Training 
for  "Employed"  Group 


Trainee 

a 

b 

c 

d 

e 

f 

g 

h 

i 

k 

1 

m 

Evaluation 

69 

95 

33 

11 

96 

122 

174 

145 

77 

100 

77 

no 

After  Trng, 

125 

133 

126 

29 

135 

122 

174 

120 

145 

97 

158 

96 

160 

Change 

69 

38 

93 

18 

39 

0 

0 

37 

0 

20 

58 

19 

50 

Trainee 

n 

o 

P 

T 

r 

s 

t 

Evaluation 

64 

00 

30 

41 

45 

52 

40 

After  Trng, 

64 

59 

60 

65 

63 

72 

118 

Change 

0 

59 

30 

24 

18 

20 

78 

. 

TABLE  25 


Comparison  in  Braille  Reading  Speed 
During  Evaluation  and  After  Training 
for  "Other"  Group 


T  rainee 

a 

b 

c 

d 

e 

,-,f 

g 

h 

i 

j 

k 

1 

m 

n 

o 

Evaluation 

88 

06. 

19 

0 

16 

0 

100 

93 

0 

32 

121 

0 

60 

00 

51 

After  Trng, 

148 

19 

32 

8 

50 

11 

100 

93 

25 

60 

150 

0 

84 

17 

60 

Change 

60 

13 

13 

8 

34 

11 

0 

0 

25 

28 

29 

0 

! 

24 

17 

9 
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TABLE  26 


Comparison  of  Final  Level  of 
Braille  Reading  Speed  Between  Employed 
And  "Other"  Groups 


Speed 
w  /p/m 

0 

8 

11 

' - 

15 

17 

18 

19 

23 

24 

25 

26 

29 

32 

40 

42 

45 

Employed 

1 

1 

1 

Other 

8 

1 

2 

■  — 

1 

h— - - 

1 

1 

1 

1 

2 

1 

1 

1 

1 

- - 

Speed 

w/p/m 

50 

55 

59 

60 

63 

64 

6  5 

70 

72 

75 

78 

80 

84 

85 

j 

88 

\ 

Employed 

1 

1 

2 

2 

1 

1 

1 

1 

1 

1 

1 

1 

Other 

1 

2 

_ 

1 

1 

1 

1 

Speed 

w/p/m 

93 

96 

9  7 

100 

103 

113 

118 

120 

122 

125 

126 

133 

135 

Employed 

2 

1 

1 

1 

1 

1 

1 

1 

1 

1 

Other 

1 

1 

. 

1 

1 

•  ~  ■ 

\ 

0 

Speed 

w/p/m 

140 

145 

148 

150 

151 

158 

160 

174 

217 

Employed 

1 

1 

1 

1 

1 

2 

1 

1 

Other 

1 

1 
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TABLE  27 


Comparison  in  Braille  Writer  Speed 
During  Evaluation  and  After  Training 
for  Employed  Groups 


Trainee 

a 

b 

c 

d 

e 

f 

g 

h 

i 

j 

k 

1 

m 

n 

o 

P 

9 

r 

Evaluation 

12 

14 

8 

23 

24 

7 

13 

24 

27 

25 

24 

32 

15 

13 

17 

19 

i 

00 

r 

24 

After  Trng, 

31 

20 

15 

25 

24 

17 

20 

32 

30 

30 

24 

32 

20 

20 

T7 

19 

05 

24 

Change 

19 

6 

7 

2 

0 

10 

7 

8 

3 

5 

0 

0 

5 

7 

0 

0 

5 

0 

TABLE  28 


Comparison  in  Braille  Writer  Speed 
During  Evaluation  and  After  Training 
for  "Other"  Group 


Trainee 

a 

|-b 

c 

d 

e 

f 

g 

h 

i 

j 

k 

1 

m 

n 

o 

p 

St 

r 

s 

Evaluation 

00 

00 

08- 

-00 

00 

00 

26 

00 

32 

00 

18 

16 

08 

00 

00 

00 

,00 

00 

21 

After  Trng. 

03 

05 

08 

08 

12 

00 

26 

00 

32 

00 

18 

16 

08 

00 

00 

00 

00 

00 

21 

Change 

03 

05 

0 

08 

12 

00 

0 

00 

0 

00 

0 

0 

0 

00 

00 

00 

00 

00 

0 

TABLE  29 


Comparison  of  Final  Level  of  Speed  Using 
Braille  Writer  Between  Employed 
and  "Other"  Group 


^peed 

w/p/m 

T 

5 

5 

¥ 

10 

11 

12 

14 

15 

16 

T7 

TO 

19 

20 

~2T 

“23 

TO 

TO 

T7 

TO 

TT 

32 

Employed 

1 

1 

1 

2 

1 

2 

1 

1 

4 

1 

4 

2 

2 

2 

1 

2 

1 

Other 

14 

1 

3 

2 

1 

1 

1 

1 

1 

1 

1 

1 

1 

' 

1 

1 

1 

1 
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TABLE  30 


Comparison  in  Braille  Slate  Writing  Speed 
During  Evaluation  and  After  Training 
for  Employed  Group 


Trainee 

a 

b 

c 

d 

e 

f 

g 

h 

i 

) 

k 

1 

m 

n 

o 

P 

r 

s 

t 

u 

Evaluation 

12 

11 

7 

13 

14 

12 

16 

9 

16 

13 

11 

13 

13 

16 

00 

00 

1 1 

8 

6, 

6 

11 

After  Trngo 

14 

13 

16 

14 

17 

15 

18 

14 

16 

15 

13 

17 

17 

16 

10 

5 

21 

12 

10 

12 

15 

Change 

2 

2 

9 

1 

3 

3 

2 

5 

0 

2 

2 

4 

4 

0 

10 

5 

10 

4 

4 

6 

4 

TABLE  31 

Comparison  in  Braille  Slate  Writing  Speed 
During  Evaluation  and  After  Training 
for  "Other"  Group 


Trainee 

a 

b 

c 

d 

e 

f 

g 

h 

i 

j 

k 

1 

m 

n 

o 

Evaluation 

9 

3 

5 

5 

00 

00 

00 

11 

16 

00 

8 

8 

5 

00 

12 

After  Trng, 

15 

6 

8 

11 

6 

6 

6 

15 

16 

10 

16 

13  : 

13 

7 

15 

Change 

6 

3 

3 

6 

6 

6 

6 

4 

0 

1C 

8 

5  . 

8 

7 

. 

3 

TABLE  32 

Comparison  of  Final  Level 
of  Braille  Slate  Writing  Speed 
Between  Employed  and  Other 


Speed 

w/p/m 

0 

3 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

21 

Employed 

1 

3 

2 

3 

5 

4 

5 

6 

4 

1 

Other 

8 

2 

6 

3 

4 

1 

i 

1 

2 

2 

4 

3 

1 
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TABLE  33 


Comparison  of  Typing  Speed 
During  Evaluation  and  After 
Training  for  Employed  Group 


Trainee 

a 

b 

c 

d 

e 

f 

g 

h 

i 

i 

k 

1 

m 

n 

o 

P 

q 

r 

Evaluation 

33 

61 

30 

21 

31 

41 

41 

52 

41 

47 

50 

40 

34 

41 

41 

23 

30 

30 

After  Trng, 

34 

62 

45 

36 

44 

51 

49 

67 

50 

47 

50; 

40 

40 

42 

47 

30 

38 

39 

Change 

i 

1 

15 

15 

13 

10 

8 

15 

9 

0 

0 

0 

6 

1 

6 

7 

8 

9 

Trainee 

s 

t 

u 

V 

Evaluation 

18 

25 

43 

25 

After  Trng„ 

25 

, 

30 

42 

38 

Change 

7 

5 

-1 

3 

TABLE  34 

Comparison  of  Typing  Speed 
During  Evaluation  and  After 
Training  for  "Other"  Group 


Trainee 

— -  .  * 

a 

b 

c 

d 

e 

f 

g 

h 

i 

j 

k 

1 

m 

n 

P J 

Evaluation 

•43 

24 

24 

17 

30 

33 

40 

58 

50 

37 

36 

23 

25 

12 

31 

After  Trng. 

50 

31 

30 

20 

44 

41 

46 

55 

40 

47 

44 

20 

38 

24 

44 

Change 

7 

7 

6 

3 

14 

8 

6 

-3 

-5 

10 

8 

-3 

3 

12 

13 
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TABLE  35 


Comparison  of  Final  Level 
of  Typing  Speed  Between 
Employed  and  "Other"  Group 


j  Speed 

w/p/m 

8 

15 

16 

18 

20 

24 

25 

26 

27 

28 

29 

30 

31 

32 

33 

34 

Employed 

1 

2 

1 

1 

1 

1 

2 

2 

2 

1 

j  Other 

1 

4 

1 

Li 

2 

2 

1 

2 

1 

s 

1 

1 

Speed 

w/p/m 

35 

36 

37 

38 

39 

40 

41 

42 

43 

44 

45 

46 

47 

48 

50 

51 

Employed 

1 

2 

1 

3 

3 

4 

V- 

2 

3 

1 

2 

-  7 

'  3 

1 

2 

2 

Other 

1 

1 

3 

2 

4 

1 

2 

1 

Speed 

w/p/m 

52 

55 

60 

66 

67 

o 

- 

Employed 

1 

1 

1 

1 

1 

1 

Other 

1 

1 

< 

— 

TABLE  36 


Comparison  of  Percentage  of  Accuracy  in  Use  of  Abacus  or 
Other  Calculating  Methods  During  Evaluation 
and  After  Training  for  "Other"  Group 
(^Calculation  done  by  means  other  than  abacus) 


Trainee 

a 

b 

c 

d 

e 

f 

g 

h 

i 

j 

k 

1 

m 

n 

o 

Evaluation 

75 

0 

33 

47 

75 

71 

o 

o 

54 

96* 

70* 

\/ 

00 

44* 

58* 

71* 

After  Trng, 

90 

62 

62 

82 

90. 

87 

80 

88 

85 

95 

90 

88 

89 

88 

7(X< 

Percentage 
of  change 

15 

62 

■  : 

29 

35 

15 

16 

80 

88 

31 

-1 

20 

4 

45 

30 

-1 

36- 


TABLE  37 


Comparison  in  Percentage  of  Accuracy  in  Use  of 
Abacus  or  Other  Calculating  Means  During  Evalua¬ 
tion  and  After  Training  for  Employed  Group 


(*  Calculation  done  by  means  other  than  abacus) 


Trainee 

a 

b 

c 

d 

e 

f 

g 

h 

i 

j 

k 

1 

m 

n 

o 

P 

r 

Evaluation 

35 

95 

8  O 

8  5i= 

70 

85* 

64 

35 

50* 

50 

95 

94 

7  2* 

72* 

74* 

98* 

1 2* 

30 

After  Trng, 

93 

99 

90 

95* 

88 

90s* 

75 

6  5 

99 

78 

97 

98 

93 

87 

93 

103 

86 

90 

Percentage 

change 

58 

4 

10 

10 

18 

5 

11 

30 

49 

28 

2 

4 

21 

15 

19 

5 

74 

60 

Trainee 

s 

t 

u 

V 

W 

X 

Evaluation 

38s* 

47* 

94=:= 

82* 

26* 

94 

After  Trng, 

90* 

78 

97 

92 

93 

99 

Percentage 

change 

52 

31 

3 

10 

67 

5 

TABLE  38 

Comparison  of  Final  Level  of  Percentage 
of  Accuracy  in  Mathematical  Calculation  Between 
"Employed"and  "Other"  Group 


Percentage 

Accuracy 

0 

50 

57 

59 

62 

6  5 

66 

67 

70 

75 

78 

80 

82 

83 

84 

85 

\  ' 

Employed 

1 

1 

1 

1 

2 

2 

1 

1 

2 

Other 

2 

1 

1 

2 

2 

2 

3 

3 

1 

1 

3 

Percentage 

Accuracy 

86 

87 

88 

89 

90 

91 

92 

93 

94 

95 

96 

97 

98 

99 

100 

Employed 

2 

2 

2 

5 

2 

3 

4 

5 

3 

3 

3 

1 

2 

1 

Other 

2 

4 

1 

3 

1 

2 

1 

2 

1 
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Reasons  for  Leaving  Program 

Of  the  forty  persons  general  included  in  the  non-employment,  or  "other" 
group,  four  major  categories  are  used  to  identify  the  reasons  for  their  non- 
completion  of  the  program.  The  first  of  these  involves  people  whose  skills 
were  inadequate  to  pursue  training,  who  were  offered  an  opportunity  for 
readiness  training  and  who  refused  it.  Nineteen  persons  were  in  this  cate¬ 
gory. 

"Behavior  and  adjustment  problems"is  a  second  category.  This  includes 
persons  who  found  it  personally  impossible  to  adjust  to  the  living  or  social 
conditions.  Nine  persons  were  classified  in  this  category.  A  third  category 
includes  those  who  were  "not  suited"  to  the  work.  This  includes  eleven  per¬ 
sons  whose  skills  may  have  been  adequate  and  whose  overall  behavior  was 
adequate,  but  who  seemed  temp erarrjenf&lly  un suited  for  the  specific  working 
conditions  required  by  this  job.  The  final  category  is  "ill  health"  and  in¬ 
cludes  one  person  who  was  satisfactory  in  all  respects,  but  could  not  physi¬ 
cally  continue  working  after  beginning  training. 

Activities  of  Those  Who  Left  Without  IRS  Training 

In  order  to  determine  the  subsequent  activities  of  persons  referred  for 
IRS  training  who  for  any  reason  left  without  receiving  the  training,  question¬ 
naires  were  sent  to  the  counselor  of  each.  They  requested  information  con¬ 
cerning  the  further  educational  activities  and  the  further  work  activities  of 
each  person.  Of  the  40  questionnaires  sent,  19  were  completed  and  return¬ 
ed. 


Concerning  further  educational  activities,  12  replied  that  there  had 
been  no  further  educational  activities.  One  each  indicated  that  the  client 
was  in  vending  stand  training  currently;  that  one  was  in  training  for  the 
ministry;  that  one  was  in  training  for  computer  programming;  that  one 
was  in  training  for  the  care,  maintenance,  operation  and  sale  of  vending 
machines;  and  another  was  in  training  for  servicing  vending  machines. 

Concerning  further  work  activities,  12  replied  that  there  had  been  no 
further  work  activities.  One  each  responded  that  the  client  was  wofjkxng 
part-time  as  a  "piano  key  finisher";  that  one  had  a  position  for  a  few 
months  as  telephone  solicitor  for  a  real  estate  agency;  that  one  was 
working  in  a  workshop;  that  one,  had  become  a  home  teacher;  one  was  a 
salesman;  and  that  one  works,  for  Goodwill  Industries  in  folding  and 
packaging  operations. 

Visual  and  Employment  G ategories  and  IRS  Test  Results 

Table  3  9  indicates  the  number  of  persons  in  the  various  visual  cate¬ 
gories  in  relation  to  the  employment  categories.  Table  40  indicates  the 
results  of  the  IRS  testing  program.  The  measurement  used  is  the  "per¬ 
centage  correct"  based  on  the  trainee Js  entire  testing  record  for  the 
whole  program.  The  tests  are  those  referred  to  in  the  preceding  chap¬ 
ter  and  detailed  in  the  appendices.  These  tests  covered  the  actual 
training  material  and  reflect  the  trainee's  proficiency  in  working  with 


-38- 


the  content  material, 


TABLE  3  9 

Visual  and  Employment  Categories 


Congenital- 

Total. 

Congenital- 

Partial 

Adventitious  - 

Total 

Adventitious  - 

Partial 

Total 

Employed 

10 

7 

14 

9 

56 

Other 

20 

14 

13 

9 

40 

Total 

30 

21 

27 

18 

96 

TABLE  40 

IRS  Test  Results  of  Trainees 
in  Low  Visual  Categories 

Percentage 

Correct 

Congenital 

Partial 

Congenital- 

Total 

Adventitious  ■ 
Partial 

-  Adventitious-  Total 

T  otal 

61 

I 

1 

2 

71 

1 

1 

73 

1 

1 

2 

74 

1 

1 

1 

3 

75 

1 

1 

77 

1 

1 

79 

1 

1 

80 

1 

1 

81 

1 

2 

1 

4 

82 

1 

1 

1 

3 

83 

2 

2 

85 

2 

1 

3 

86 

2 

1 

2 

5 

87 

1 

1 

88 

2 

1 

1 

4 

90 

3 

1 

4 

91 

1 

1 

2 

92 

1 

1 

2 

93 

1 

1 

2 

4 

94 

1 

3 

1 

5 

95 

1 

1 

96 

1 

1 

97 

1 

1 

100 

2 

2 
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Instructional  Commentary 

The  subjective  responses  of  the  instructional  staff  are  considered  to  be 
useful  when  understanding  the  ongoing  progress  and  development  of  the 
course,  especially  when  considered  in  conjunction  with  the  objective  data 
gathered.  It  is,  therefore,  considered  useful  to  include  at  this  point,  a 
transcript  of  the  evaluation  made  by  the  instructional  staff  after  a  combined 
total  of  several  years'  experience  with  the  project.  These  comments, 
while  more  informal  than  the  other  data,  assist  in  understanding  the  develop¬ 
mental  nature  of  the  program.  The  following  paragraphs  in  this  section  are 
taken  from  the  instructional  reports: 

"Skills  in  screening  applicants  for  this  program  have  improved  during 
its  duration  while  certain  basic  skills  are  known  to  be  essential;  in  a  few 
instances  evaluees  with  border-line  abilities  were  admitted  and  soon  found 
it  necessary  to  withdraw.  For  example,  skill  in  reading  and  writing  braille 
is  essential  unless  the  trainee  has  enough  vision  to  read  print.  When  an 
evaluee  is  losing  his  sight,  but  can  still  read  print,  it  is  difficult  to  decide 
whether  he  should  enter  the  program.  Some  have  done  it  successfully. 

Others  found  that  they  were  unable  to  read  print  well  enough,  and  they  could 
not  read  braille.  It  was  impossible  for  them  to  read  well  enough  to  keep  up; 
also  there  was  an  emotional  element  involved  in  the  realization  that  sight 
was  failing, 

"It  has  been  interesting  to  compare  the  performance  of  trainees  with 
one  or  more  college  degrees  with  that  of  trainees  with  only  high  school 
education.  In  some  instances,  the  college  background  produced  a  more 
sophisticated  individual,  but  some  of  the  very  best  trainees  and  possibly 
some  of  the  best  TSR  employees,  are  among  those  with  no  college  work. 

In  a  few  instances  the  college  background  was  a  detrement  since  it  tended 
to  make  the  trainee  dissatisfied  with  what  he  considered  an  unglamorous 
field  involving  taxes.  Thus,  the  most  important  ingredient  for  success 
aside  from  basic  skills  appears  to  be  the  desire  and  motivation  to  succeed. 
Where  this  was  lacking,  we  tried  to  inspire  it  and  in  many  cases  appeared 
to  do  so.  How  well  this  carried  over  into  the  job  situation  only  their  con¬ 
tinued  employment  can  determine, 

"With  the  majority  of  the  trainees,  we  have  not  only  been  teaching 
them  taxes,  but  also  the  elements  of  an  office  job.  Most  of  them  have  not 
worked  in  an  office  before  (some  have  not  had  a  job  of  any  kind).  We 
teach  them  such  things  as  the  importance  of  good  grooming,  keeping  their 
desks  and  work  area  orderly,  taking  care  of  their  health  so  as  not  to  de¬ 
velop  an  unnecessary  sick-leave  record,  being  on  time,  reporting  prompt¬ 
ly  when  they  will  not  be  at  work,  proper  relations  with  the  supervisors 
and  co-workers, 

"We  have  really  had  a  two-fold  purpose  in  this  training:  (1)  to  en¬ 
able  blind  people  to  be  employed  and  self-supporting  and  (2)  to  provide 
Internal  Revenue  Service  with  some  good  employees  who  can  render  a 
unique  and  valuable  service. 
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"We  feel  these  objectives  have  been  met  in  the  persons  thus  trained 
and  working  for  Internal  Revenue  Service,  11 

Job  Status  Improvement 

The  background  of  each  of  the  individuals  classified  in  the  '’employ¬ 
ment"  category  were  reviewed  to  see  what  type  of  previous  work  experience 
they  had  had.  to  see  if  some  indication  might  be  given  of  any  improvement 
in  their  job  status  through  this  training  program,. 

Twenty  people  had  not  been  employed  in  any  type  of  position  at  the 
time  they  were  referred  for  IRS  training.  Five  people  have  been  working 
as  vending  stand  operators.  Four  people  have  been  typists ,  and  four 
others  have  been  sales  clerks.  Three  people  have  worked  as  accountants; 
two  had  worked  as  film  processors  and  two  on  assembly  line;  one  each 
worked  in  each  of  the  following  categories:  baker ,  masseur,  shipping 
clerk,  social  worker,  piano  tuner,  piano  teacher,  sales  clerk,  secretary, 
lawyer,  medical  transcriptionist,  railway  clerk,  carpenter,  sheet  metal 
worker,  counselor,  machine  operator,  hamburger  stand  clerk,  and  book¬ 
keeper. 

Considering  the  economic  level  of  these  job  categories  and  the  status 
and  income  of  an  Internal  Revenue  Service  Taxpayer  Representative,  it 
may  be  estimated  that  at  least  45  of  the  persons  improved  their  work 
status  or  income  another  seven  either  improved  or  maintained  the  same 
level,  thus  in  some  90%  of  the  instances  the  IRS  training  provided  an 
opportunity  for  an  improved  working  level  on  the  part  of  the  individuals 
involved. 

Locations  Where  Blind  Taxpayer  Service  Representatives  Have  Been 

Placed 

Persons  completing  the  training  program  have  been  placed  in  a  total 
of  32  states  including  Alabama,  Arkansas,  California,  Connecticut, 
Colorado,  Florida,  Georgia,  Illinois,  Indiana,  Iowa,  Kansas,  Kentucky, 
Maryland,  Massachusetts,  Michigan,  Minnesota,  Missouri,  Mississippi, 
North  Carolina,  New  Jersey,  New  York,  Ohio,  Oklahoma,  Oregon, 
Pennsylvania,  Rhode  Island,  Tennessee,  Texas,  Virginia,  Washington, 
Wisconsin,  and  Vermont,  New  York  has  placed  six  persons;  Pennsylvania 
has  placed  four  persons;  Illinois,  Massachusetts,  Missouri,  Ohio  and 
Texas  have  placed  three  persons  each;  Arkansas,  California,  Michigan, 
Minnesota,  New  Jersey  have  each  placed  two  persons;  the  remaining 
persons  have  placed  one  person  each. 

First  Set  of  Questionnaires 

Between  March  1,  1967  and  August,  1969,  five  groups  of  trainees 
completed  the  IRS  Training  Program  while  the  sixth  group  was  currently 
in  session.  In  August,  196  9,  questionnaires  were  prepared  pertaining  to 
the  work  evaluation  of  the  persons  who  had  successfully  completed  the 
training  and  been  placed  in  job  positions.  One  questionnaire  was  sent  to 
each  of  the  former  trainees  and  another  questionnaire  was  sent  to  each 
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of  the  former  trainees.  Another  questionnaire  was  sent  to  each  of  the 
trainee's  counselors;  the  third  questionnaire  was  sent  to  each  of  the 
trainee's  work  supervisors. 

Twelve  of  the  forms  were  completed  and  returned  from  the  former 
trainees;;  18  forms  were  completed  and  returned  from  the  counselors  and 
21  forms  were  completed  and  returned  from  the  work  supervisors.  The 
following  is  a  compilation  of  the  information  contained  on  these  forms  as 
pertains  to  the  training  program  and  the  work  evaluation  of  the  21  persons 
who  successfully  completed  the  IRS  training  in  the  first  five  groups. 

Responses  on  First  Questionnaires  of  Former  Trainees 

In  response  to  the  question,,  "What  qualifications  do  you  think  persons 
should  have  before  being  trained  as  Taxpayer  Service  Representatives", 
four  persons  mentioned  the  following;  braille  and  typing,  and  three  men¬ 
tioned  good  math  background.  Two  persons  mentioned  each  of  the  follow¬ 
ing:  two  years  of  college,  a  high  school  education,  some  business  or 
office  experience,  a  good  disposition,  and  mobility.  Each  of  the  follow¬ 
ing  qualifications  was  mentioned  once;  some  office  and  sales  practice, 
good  reading  ability,  memory,  average  intelligence,  pleasant  manner, 
"tolerant  and  tactful",  even  temper,  pleasant  phone  voice,  ability  to 
deal  with  the  public ,  understanding  of  tax  laws,  office  skills,  enjoyment  of 
legal  concepts,  being  a  good  listener,  the  ability  to  communicate  and 
ability  to  deal  with  people. 

In  response  to  the  question  concerning  how  they  took  notes,  five  in¬ 
dicated  they  used  longhand;  five  indicated  they  used  slate  and  stylus; 
three  indicated  they  used  the  brailler  and  two  indicated  the  use  of  the 
typewriter;  one  indicated  the  use  of  an  IBM  Braille  typewriter. 

When  asked  if  taxpayers  asked  them  to  assist  in  computing  their 
taxes,  eight  answered  "yes"  and  two  answered  "occasionally". 

In  response  to  a  question  as  to  how  they  made  their  mathematical 
computations,  six  indicated  they  used  the  abacus,  two -manual  compu¬ 
tation,  two-table  and  schedules,  two-mental  calculation  for  simple 
problems,  one- adding  machine  and  one- longhand. 

Concerning  the  level  of  mathematics  they  felt  necessary  for  making 
these  computations,  five  indicated  the  high  school  level;  three  indicated 
basic  math;  two  indicated  decimals  to  several  places;  one  indicated 
business  college  courses;  one  indicated  "addition,  subtraction,  multi¬ 
plication  and  division". 

In  response  to  the  question  as  to  whether  they  wrote  letters  to  tax¬ 
payers,  five  responded  "no";  two  responded  "yes"  and  two  indicated 
that  he  wrote  "informal"  or  "short"  notes. 

In  response  to  the  question  concerning  the  method  of  letter  writing 
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used,  five  indicated  the  use  of  a  typewriter  and  one  of  handwriting. 

In  response  to  the  question  as  to  whether  or  not  they  completed  busi¬ 
ness  forms  on  the  typewriter,  four  answered  "no"  and  two  answered  "yes" 
The  most  frequently  named  forms  included  3711  and  3774,  mentioned  by 
five  and  six  people  respectively;  3870,  mentioned  by  four  people;  4149 
and  4442  mentioned  by  two  people  and  2774,  441  7A,  3776,  3807,  901, 

I239s  3949,  2450,  3911s  each  mentioned  by  one  person, 

Concerning  the  method  used  to  maintain  current  information  on  tax 
changes,  one  mentioned  tape  recordings  as  being  of  first  importance;  two 
mentioned  braille  notes;  two  mentioned  reader  service;  three  mentioned 
completely  braiiled  documents,  and  three  mentioned  reading  them  them¬ 
selves;  as  seond  order  in  importance,  one  mentioned  tape  recordings; 
two  mentioned  braille;  one  mentioned  reader  service,  and  one  mentioned 
reading  for  himself;  in  third  order  of  importance,  four  indicated  tape 
recordings;  one  indicated  braille  notes;  in  fourth  order  of  importance, 
one  mentioned  reader  service  and  one  mentioned  braille  notes. 

When  asked  if  they  felt  confident  of  the  information  needed  in  the 
work  when  they  began,  five  answered  "yes"8  In  response  to  what  else 
they  might  have  needed,  the  others  responded  with  the  following  items, 
each  of  which  was  indicated  once;  more  material  in  braille,  more  work 
on  business  returns  no,  1120,  941,  1 1  2 OS ;  more  on  special  returns 
1041,  1065,  990- narcotics,  liquor,  firearms;  more  in  phone  answering; 
more  experience  in  the  local  office;  more  experience  with  actual  print 
forms,  especially  941,  942,  1040,  scheduled  B,  C,  D;  more  experience 
with  1040,  B,  D;  more  work  with  IRS  procedures;  more  work  with  cir¬ 
cular  E;  and  one  indicated  he  felt  unqualified  to  answer  tax  law  questions. 

In  response  to  a  question  asking  for  their  suggestions  on  improve¬ 
ments  that  could  be  made  on  the  contents  and  methodology  of  the  course, 
each  of  the  following  suggestions  was  made  once:  more  emphasis  on 
using  braille  tables;  more  emphasis  on  special  returns  and  circular  E; 
more  telephone  experience;  more  "fictitious  taxpayer  needs"  to  solve; 
more  concentration  on  typing  and  completing  forms;  more  time  on  me¬ 
chanics  and  forms;  more  emphasis  on  filling  out  basic  forms;  more 
office  routine;  more  emphasis  on  circular  E;  greater  emphasis  needed 
on  getting  equipment  while  in  training  such  as  braille  writers,  cassettes, 
and  light  probes;  more  emphasis  on  using  braille  tables;  an  indication 
that  the  overall  program  at  AEB  was  good;  and  "a  prerequisite  should 
be  four  months  of  personal  adjustment  training,," 

Responses  on  First  Questionnaires  of  Counselors 

In  response  to  the  question  as  to  whether  the  trainee's  personal  ad¬ 
justment  to  the  job  has  been  satisfactory,  16  counselors  answered  "yes". 

in  repons e  to  the  question  concerning  any  areas  of  training  on  which 
more  stress  should  be  laid,  ten  counselors  responded  "no";  four 
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indicated  they  did  not  know  and  one  each  indicated  there  should  be  more 
training  in  use  of  the  telephone  and  in  the  employment  and  excise  tax 
filing  requirements. 

When  questioned  about  what  they  felt  the  trainee  had  received  from 
the  training  program,  nine  indicated  specific  skills;  seven,  personal  as¬ 
surance;  three,  basic  knowledge;  two,  understanding  tax  programs;  and 
one  each,  benefited  from  social  aspects,  some  conversational  skills  and 
excellent  preparation. 

In  response  to  the  questions  concerning  additional  items  they  felt 
should  be  added  or  stressed  more  fully  during  the  training  program, 
four  counselors  responded  "none"and  one  each  responded  "no  information", 
"possible  use  of  taped  material",  "personal  initiative",  "use  of  instruc¬ 
tion  in  braille",  "ability  and  willingness  to  innovate",  and  "flexibility  of 
procedures  in  individual  offices". 

When  asked  to  describe  the  trainee  in  relation  to  a  series  of  areas, 
the  counselors  replied  as  indicated; 

Communicative  skills:  excellent  -  1,  good  -  7,  good,  but 
needs  further  development  1,  improved  -  4, 

Mathematics  and  mathematical  processes:  improved  -  6, 
unknown  -  4,  good  -  4,  excellent  -  1, 

Reasoning  ability:  good  -  6,  unknown  -  3,  improved  -  3, 
good,  but  needs  development  -  1,  good,  has  improved  on  job  -  1. 

Ability  to  "meet  and  greet  people":  improved  -  6,  good  - 
5,  more  self-assertion  -  1,  much  improvement  -  1,  fair,  improving  - 
1,  was  "nervous  became  more  calm  and  mature"  -  1, 

Relationship  to  supervisors  and  employers;  good  -  6,  ex¬ 
cellent  -  4,  improved  -  2,  no  problem  -  1, 

Other:  each  of  the  following  were  indicated  once:  has  abil¬ 
ity  but  not  eager  to  innovate;  soft  cover  books  offer  storage  problem; 
more  emphasis  on  training  regarding  disclosure  of  information  to  un¬ 
authorized  persons;  "more  actual  work  experience  at  classroom  site 
prior  to  assignment";  training  helped  realization  of  need  for  good  re¬ 
lations  and  communication;  and  one  counselor  quoted  the  director  as 
saying  that  the  trainee  "has  a  job  for  life  as  long  as  he  wants  it";  and 
one  counselor  indicated  he  had  not  heard  from  the  trainee  and  that 
"apparently  this  is  his  way  of  saying  'thank  you1  ", 

Responses  on  First  Questionnaires  of  Work  Supervisors 

In  requesting  information  from  work  supervisors  concerning  the 
temporary  or  permanent  status  of  the  former  trainee's  job  classifica¬ 
tions  and  also  their  GS  rating,  twelve  indicated  the  jobs  were  now 
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permanent  and  nine  that  they  were  temporary,  that  three  had  a  GS  3  rating; 
eight  had  a  GS  4  rating  and  three  had  a  GS  5  rating. 

On  a  five  point  scale  rated  from  poor  to  excellent  wherein  the  evalua¬ 
tion  level  may  be  considered  as  poor,  below  average,  average,  above  aver¬ 
age,  or  excellent,  the  following  responses  were  given  concerning  the  follow¬ 
ing  areas  as  indicated  in  Table  41  „ 

TABLE  41 


Responses  of  Work  Supervisors  to  Evaluating  Levels  of  Performance  of 
Various  Job  Components,  Indicated  by  Number  of  Trainees  Judged  to  be  on 
Each  Level, 


■ 

Poor 

Below 

Average 

Average 

Above 

Average 

Excel¬ 

lent 

Not  App¬ 
licable 

Voice  and  Personality  in 
Phone  Conversation 

8 

9 

4 

Handling  Multi- Channeled 
Phone 

7 

9 

2 

1 

Knowledge  of  Source 
Materials 

I 

13 

6 

1 

Quickness  and  Efficiency 
in  Locating  Specific  Ref¬ 
erences  in  Source  Mate¬ 
rials 

1 

13 

6 

1 

1 

Adequacy  of  Mathematical 
Knowledge 

1 

7 

8 

3 

1 

Speed  and  Accuracy  in 
Making  Mathematical  Cal¬ 
culations 

1 

10 

4 

3 

1 

Speed  and  Accuracy  in 
Filling  out  Forms 

4 

8 

4 

1 

2 

Communication  with  Co¬ 
workers  in  Immediate  Area 

1 

3 

7 

9 

Communication  with  Co¬ 
workers  by  Phone 

5 

5 

5 

< i 

4 

Mobility  in  Office 

4 

7 

9 

Mobility  in  Getting  to  and 
From  Work 

l 

1 

7 

10 

1 

In  response  to  the  question  as  to  whether  the  employee  requires  any 
special  assistance  from  other  personnel,  four  supervisors  indicated  "no"; 
three  indicated  that  micro-film  must  be  read  to  them;  three  indicated 
reading  generally  and  two  indicated  that  sighted  workers  must  find  phone 
numbers  when  calls  had  to  be  referred  to  other  offices  and  each  of  the 
following  items  was  mentioned  once:  slow  in  adapting  to  everyday  prob¬ 
lems;  in  making  calls  back  to  taxpayers;  on  procedures,  especially  in 
ADP,  employee  tax  and  special  tax  questions;  occasionally  on  items  in 
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small  print;  clerk  writes  up  forms  that  person  has  taken  in  braille;  of  a 
decreasing  nature;  on  complex  tax  problems  involving  research;  help  in 
filling  out  forms;  and  in  securing  transcripts  of  accounts. 

Concerning  the  question  as  to  whether  there  had  been  either  positive 
or  negative  response  from  taxpayers  concerning  the  employee's  service  on 
the  jobs  twelve  indicated  there  had  been  no  response;  five  indicated  there 
had  been  a  positive  response,  (including  one  where  calls  had  been  received 
requesting  his  services  again  and  office  visits  were  made  to  meet  and 
thank  him);  one  indicated  a  limited  response  which  was  interpreted  as  pos¬ 
itive;  one  indicated  a  failure  to  follow  through  on  calls  and  one  indicated  a 
positive  response  after  a  news  story  had  appeared  in  the  paper  and  one 
quoted  that  he  was  "short  spoken"  and  that  the  public  sometimes  thinks  him 
"discourteous",  but  that  the  situation  has  improved. 

To  the  question  which  read  "considering  the  amount  of  work  you  would 
expect  from  a  full  eight  hour  work  day  how  many  hours  of  work  per  day 
are  being  performed  by  the  employee",  eleven  indicated  an  eight  hour  day; 
seven  indicated  a  seven  hour  day;  one  indicated  a  six  and  one-half  hour 
day  and  three  indicated  a  six  hour  day. 

When  asked  to  mark  the  amount  of  time  necessary  for  on  the  job  orien¬ 
tation  for  the  employee  compared  to  the  time  necessary  for  a  sighted  per¬ 
son  with  the  choices  being  much  less,  slightly  less,  the  same,  slightly 
more  and  much  more,  eight  responded  "the  same";  nine  responded 
"slightly  more",  and  three  responded  "much  more". 

In  response  to  the  question  concerning  a  description  of  what  ways  the 
additional  time  was  used,  four  responded  "in  reading  materials  to  them" 
and  one  each  responded  "to  familiarize  him  with  office  lay-out  and  forms", 
"lack  of  abacus  ability",  "need  to  reduce  work  to  braille  and  to  ‘plain 
English'  ",  "orientation  slower  and  more  deliberate",  by  discussion  of 
policies  and  procedures  a  sighted  person  could  have  observed,  procedural 
guidelines  in  ADP,  employment  and  special  tax,  part  of  manual  copied  in 
large  type,  coach  assigned  for  longer  period,  and  sometimes  tried  to  an¬ 
swer  questions  "over  his  head". 

In  response  to  the  question  which  read  "what  percentage  of  effective¬ 
ness  of  work  do  you  consider  that  you  are  getting  from  the  employee  in 
comparison  to  a  sighted  employee  with  the  same  experience  and  training" 
with  the  choice  ranging  from  10%  to  100%  at  intervals  of  10,  two  indicated 
50%;  four  indicated  70%;  eight  indicated  80%;  four  indicated  90%  and  two 
indicated  100%. 

In  a  section  which  requested  any  comments  which  the  supervisor 
wished  to  make,  each  of  the  following  comments  was  made  once:  "He 
missed  no  work";  "he  is  an  asset";  "he  is  hesitant  in  asking  co-workers 
for  assistance";  "he  does  effective  work";  "he  should  become  one  of  our 
better  employees";  "it  would  be  good  if  the  IRS  district  office  scheduled 
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training  with  someone  in  personnel  to  acquaint  them  with  civil  service  re¬ 
quirements  and  exams  to  apply  for  permanent  status";  "he  will  improve 
with  experience";  "excellent";  "able  and  well  adjusted";  "he  does  a  good 
job  for  us  considering  his  handicap";  "fine  attitude";  "sure  to  become 
one  of  our  best  employees";  and  "most  cooperative,  a  valuable  person"; 
"have  to  request  employee  to  stop  picking  up  phone  after  5  o'clock". 

Second  Set  of  Questionnaires 

In  August  1970  questionnaires  were  sent  out  to  the  former  trainees  who 
had  completed  the  course  and  were  employed  subsequent  to  the  time  when 
the  initial  questionnaire  was  sent  out.  Questionnaires  were  also  sent  to 
the  counselor  of  each  former  trainee  and  to  the  work  supervisor  in  the 
Internal  Revenue  Service  office. 

Responses  to  Second  Set  of  Questionnaires  of  Former  Trainees 

Four  former  trainees  returned  the  questionnaires  in  September  1  970, 

In  response  to  the  question,  "What  qualifications  do  you  think  persons 
should  have  before  being  trained  as  taxpayer  service  representatives", 
the  following  items  were  mentioned:  ability  to  express  ideas,  skill  in 
math,  ,  skill  in  adapting  new  methods  and  changes,  patience,  courtesy, 
politeness,  getting  along  with  other  people,  liking  to  deal  with  the  public, 
high  school  education  and  business  education,  or  college  work,  ability  to 
learn  rapidly,  excellent  retention,  ability  to  communicate  with  all  types  of 
people. 

In  response  to  the  question,  "What  method  do  you  use  to  take  notes 
upon  receiving  phone  calls  from  taxpayers",  one  indicated  slate  and  stylus; 
one  indicated  brailler;  three  indicated  longhand,  and  three  indicated  type¬ 
writer. 

In  response  to  the  question,  "Do  taxpayers  ask  for  assistance  in  com¬ 
puting  taxes",  three  answered  yes. 

In  response  to  the  question,  "What  method  do  you  use  in  making  the 
computations",  three  answered  paper  and  pencil;  one  indicated  tax  tables; 
one  indicated  abacus. 

In  response  to  the  question,  "What  level  of  mathematics  do  you  feel  is 
needed  for  the  computations  you  make",  all  indicated  general  math,  skills. 

In  response  to  the  question,  "In  your  work  do  you  complete  business 
forms  on  the  typewriter",  two  responded  no;  two  responded  yes,  indicat¬ 
ing  that  the  most  frequently  used  forms  were  1040;  941;  942;  1040X; 

Cir,  E;  3774;  3911;  3870, 

In  response  to  the  question,  "In  your  work  do  you  write  letters  to  tax¬ 
payers",  all  four  indicated  no. 

In  response  to  the  question,  "What  method  do  you  use  to  maintain 
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information  on  tax  changes  ranking  1  through  4  in  order  of  importance",  two 
ranked  reader  service  as  the  primary  method;  one  ranked  braille  notes , 
and  one  ranked  brailled  documents  as  the  secondary  method;  one  ranked 
tape  recorders  as  the  third  method,  and  one  ranked  braille  notes  as  the 
fourth  level.  Under  "other"  one  indicated  print  and  magnifying  glass  and 
one  indicated  IRS  Taxpayer  Service  Representative  bulletins. 

In  response  to  the  question,  "When  you  began  your  work  did  you  feel 
confident  of  the  information  you  would  need  in  your  work",  one  responded 
yes;  three  responded  no,  indicating  their  feeling  for  a  need  of  more  work 
experience. 

In  requesting  suggestions  for  the  improvement  of  contents  and  metho¬ 
dology  of  the  course  based  on  their  work  experience,  one  requested  that 
there  be  more  unit  and  fundamental  accounting;  one  suggested  more  basic 
collection  procedure  information;  one  suggested  that  tapes  on  new  changes 
be  distributed  to  all  persons  working  in  these  positions  and  one  suggested 
that  different  amounts  of  time  be  given  to  partially- sighted  persons  in 
learning  to  fill  out  Forms  3870  and  3774, 

Responses  to  Second  Set  of  Questionnaires  of  Counselors 

Seven  questionnaires  were  returned  from  the  counselors  of  former 
trainees.  The  following  are  the  responses  given  in  composite: 

In  response  to  the  question,  "Has  the  trainee's  personal  adjustment 
to  the  job  been  satisfactory",  all  seven  answered  yes. 

In  response  to  the  question,  "Are  there  any  other  areas  of  training 
on  which  more  stress  should  be  laid",  two  answered  they  did  not  know; 
and  two  answered  none. 

Response  to  the  question,  "What  do  you  feel  the  trainee  received 
from  the  training  program",  six  answered  the  necessary  techniques  and 
training  with  additional  individual  comments  concerning  motivation,  posi¬ 
tive  reinforcement  and  sense  of  accomplishment. 

In  response  to  the  question,  "What  additional  items  do  you  feel  should 
be  added  or  stressed  more  fully  during  the  training  program",  two  indica¬ 
ted  they  did  not  know;  two  indicated  none,  and  one  mentioned  concepts 
and  tax  laws. 

In  response  to  the  section  that  asks  the  counselors  to  describe  the 
trainee  in  relationship  to  communicative  skills  -  mathematics,  reason¬ 
ing  ability,  ability  to  meet  and  greet  people,  and  his  relationship  to 
supervisors  and  employers,  especially  in  connection  with  any  changes 
observed  before  and  after  training,  the  following  responses  were  given: 

In  communicative  skills  five  indicated  improved;  one,  good,  and  one, 
the  same.  Under  mathematics,  two  indicated,  improved;  two,  good,  and 
three,  the  same.  Under  reasoning  ability,  three  indicated,  improved;  two 
indicated,  good.  One  indicated  the  same  and  one  unknown. 
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Under  ability  to  meet  and  greet  people,  five  indicated  improved,  and  two 
indicated  good.  Under  relationship  to  supervisors  and  employers,  three  in¬ 
dicated  improved;  four  indicated  good. 

Responses  to  Second  Set  of  Questionnaires  of  Work  Supervisors 

Nine  supervisors  responded  to  the  questionnaire,.  The  following  is  a  com¬ 
pilation  of  their  responses:  Table  42  gives  the  responses  to  the  first  eleven 
items  concerning  the  employee's  acequacy  in  the  items  named,, 

TABLE  42 


Supervisors  Evaluation  of 
Various  Employee  Qualities 


Poor 

F  air 

Good 

Very  Good 

Excellent 

Voice  and  Personality 
over  Phone 

3 

4 

2 

Handling  Multi- Channel 
Phone 

1 

3 

5 

Knowledge  of  Source 
Materials 

6 

3 

Quickness  and  Efficiency 
in  Locating  References 
in  Source  Materials 

6 

3 

Math  Knowledge 

3 

6 

Speed  and  Accuracy  in 
Filing  Forms 

1 

5 

Speed  and  Accuracy  in 
Calculations 

3 

6 

Communication  with  Co¬ 
workers  in  Area 

3 

4 

2 

Communication  with  Co¬ 
workers  by  phone 

2 

4 

2 

Mobility  in  Office 

1 

2 

6 

Mobility  to  and  from 
Work  , 

1 

2 

6 

In  response  to  the  question,  "Does  the  employee  require  any  special 
assistance  from  other  personnel'^  three  supervisors  responded  no;  one 
responded  seldom  and  five  responded  yes.  The  following  are  some  of  the 
explanations  given,  "Yes,  an  employee  has  to  retour  the  information  she 
needs  to  know  that  it  is  furnished  in  the  tax  news,  news  releases,  memo¬ 
randums,  and  other  forms  of  instructions  we  receive  each  day  which  she 
transcribes  to  braille."  "In  that  phase  of  our  work  requiring  knowledge 
of  specific  accounts  the  information  is  read  into  his  tape  recorder;  from 
this  source  he  calls  taxpayers  to  secure  required  information  data,  etc," 
"He  requires  help  in  obtaining  phone  numbers  not  familiar  to  him  and  in 
filling  orders  received  over  the  phone.  We  also  have  a  sighted  employee 
prepare  his  forms  3774  from  his  reading  his  braille  notes  so  he  can  get 
back  on  the  telephone0  "  "He  only  requires  assistance  on  'more  difficult' 
questions  asked  by  taxpayers,  " 

In  response  to  the  question,  "Has  there  been  any  response  either 
positive  or  negative  from  the  taxpayers  concerning  the  employee's 
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service  on  the  job,"  six  indicated  there  had  been  no  response;  one  indicated 
a  positive  response,  and  one  indicated  surprise:  "A  reaction  of  surprise  is 
frequently  found  in  taxpayers  who  had  previously  talked  with  him  on  the 
phone,,  when  they  appear  personally,,  " 

In  response  to  the  question,  "Considering  the  amount  of  work  you  would 
expect  from  a  full  eight-hour  work  day,  how  many  hours  of  work  per  day 
are  being  performed  by  the  employee,  "  three  indicated  eight  hours;  one 
indicated  seven  hours;  three  indicated  six  hours  and  two  indicated  five 
hour s„ 

In  response  to  the  question,  "How  did  the  amount  of  time  necessary  for 
on-the-job  orientation  for  this  employee  compare  with  the  time  necessary 
for  a  sighted  person,"  one  replied  slightly  less;  four  replied  the  same; 
three  replied  slightly  more,  and  one  replied  much  more, 

In  response  to  the  question,  "What  percentage  of  effectiveness  of  work 
do  you  consider  you  are  getting  from  the  employee  in  comparison  to  a  sight¬ 
ed  employee  with  the  same  experience  and  training,  "  two  indicated  60%; 
one  indicated  70%;  3  indicated  80%;  two  indicated  90%;  one  indicated  100%, 

Final  Set  of  Questionnaires 

In  March  1971  final  questionnaires  were  also  sent  to  each  former  train¬ 
ee,  who  frad  completed  the  program  and  was  employed.  Of  the  50  question¬ 
naires  mailed,  29  were  completed  and  returned.  In  March  1971,  final 
questionnaires  also  were  sent  to  the  counselor  of  each  person  who  had  com¬ 
pleted  the  program  and  was  employed.  Of  fifty  questionnaires  mailed, 
thirty- four  were  completed  and  returned. 

Responses  to  Final  Set  of  Questionnaires  of  Trainees 

In  response  to  the  first  question  concerning  what  qualifications  the 
trainee  thinks  persons  should  have  before  they  begin  training  as  taxpayer 
service  representatives,  11  indicated  the  ability  to  meet  and  deal;  7, 
college  or  business  training;  6  each  indicated  math.,  ,  and  patience;  4 
each,  good  memory,  and  typing;  3  each,  propensity  for  detail,  pleasant 
personality  with  determination  to  succeed,  adaptability,  accounting  ability, 
bookkeeping  training  and  braille;  2  each,  knowledge  of  tax  laws,  mobility; 
and  1  each  indicated  bachelors  degree,  "adeptation  to  sighted  society",  and 
"not  sure". 

Concerning  the  methods  they  used  to  take  notes  upon  receiving  phone 
calls  from  taxpayers,  12  indicated  slate  and  stylus;  12,  longhand;  7, 
typewriter;  4,  braille r;  and  1,  IBM  Braille  typewriter. 

When  asked  if  taxpayers  asked  for  assistance  in  computing  taxes,  27 
answered  yes  and  two  answered  "sometimes" 

Concerning  the  method  of  computations,  18  indicated  they  used  the 
abacus;  7,  felt-point  pen  and  paper;  and  2  each  indicated  paper  and 
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pencil,  and  adding  machines;  one  each  indicated  braille,  "mental",  tables 
and  schedules",  and  slate  and  stylus . 

In  connection  with  the  level  of  fnathematics  they  feel  is  needed  for  the 
computations  made,  13  indicated  high  school  level;  12,  7th  or  8th  grades; 
and  one  each,  one  year  of  college,  and  business  arithmetic. 

When  asked  if  they  write  letters  to  taxpayers,  20  indicated  no;  4,  yes; 
3,  "sometimes  notes";  and  one  each,  "occasionally  and  seldom". 

Concerning  the  methods  used  to  write  these  letters  or  notes,  6  indica¬ 
ted  typewriters  and  4  indicated  handwriting. 

When  asked  if,  in  their  work,  they  completed  business  forms  on  the 
typewriter,  17  indicated  no  and  12  indicated  yes. 

When  asked  to  name  the  most  frequently  used  forms,  9  indicated  3811; 
6,  3774;  4  each,  4442,  2450,  and  3870;  3  each,  3774  and  4149;  2,  4159; 
and  1  each,  4506,  4598,  4338,  3949,  4538,  2333,  2275,  2363,  1040,  L-33, 
and  RC-SE-COL-284. 

When  asked  what  method  they  used  to  obtain  current  information  on 
tax  changes,  18  indicated  braille  notes;  17  each,  indicated  tape  recording 
and  reader  service;  15  indicated  completely  brailled  documents;  7  sight¬ 
reading  from  print. 

When  asked  if,  when  they  began  their  work,  they  felt  confident  of  the 
information  they  would  need  for  their  work,  17  answered  yes  and  11  an¬ 
swered  no.  In  describing  what  more  was  needed  the  following  items  wane 
noted:  once  each,  Publication  27,  "more  detailed  instruction  on  certain 
materials";  "adequate,  but  not  confident,  needed  more  on-the-job  exper¬ 
ience";  "more  training  in  business  taxes";  "the  tax  reform  act  changed 
a  lot  of  things  from  what  we  learned";  "more  complete  background  of 
ADP  and  audit  procedures";  "alien  clearance  procedures,  sole  proprie¬ 
torships  and  partner  ships ,  basic  knowledge  of  capital  gains  and  losses, 
rental  income,  better  coverage  of  non-resident  aliens  and  departing 
persons . " 

In  response  to  the  question,  "After  having  had  the  course  and  present 
work  experience  what  suggestions  would  you  make  to  improve  the  contents 
and  methodology  of  the  course",  the  following  responses  were  indicated: 

5  mentioned  more  material  dealing  with  corporations  and  more  actual 
experience  in  filling  out  various  tax  forms.  Two  each  indicated  more  con¬ 
sideration  of  Circular  E940,  941,  942,  and  corporate  income  tax,  and  the 
teaching  of  income  averaging  and  property  transactions,  and  more  time 
in  telephone  practice.  Each  of  the  following  was  mentioned  once:  more 
emphasis  on  tax  tables;  local  blind  TSR  should  teach  one  day  per  week; 
more  time  spent  on  hypothetical  situations  between  TSR's  and  taxpayers; 
more  work  with  Form  1041,  Trusts  and  Estates;  and  additional 


-51- 


information  on  schedules  D  and  G;  and  tax  law* 


In  response  to  the  question,  "Is  there  any  difference  in  your  work  set¬ 
ting  and  that  of  other  workers,  and  if  so  describe",  15  answered  no;  5  in¬ 
dicated  that  they  used  specially  equipped  telephones  and  included  headsets, 
brailling  equipment  and  light  probes;  4  indicated  they  only  answered  tele¬ 
phones  whereas  others  answered  phones  and  worked  at  counters;  3  men¬ 
tioned  having  a  larger  space  than  others  for  the  storage  of  large  print  or 
braille  materials* 

Table  43  indicates  the  GS  rating  at  which  the  workers  started  -  the 
GS  rating  where  they  were  at  the  time  of  the  survey  and  the  number  of 
persons  in  each  category* 


TABLE  43 

GS  Ratings  of  Employees 


GS  Rating  When  Began  Working 

GS  Rating  Now 

Number 

3 

3 

7 

3 

4 

5 

3 

5 

6 

3 

6 

1 

3 

7 

2 

4 

4 

3 

4 

5 

1 

5 

5 

2 

In  response  to  the  question  concerning  what  types  of  training  they 

had  had  since  starting  their  job,  13  indicated 

a  refresher  course  lasting 

from  three  to  eight  days;  6  indicated  a  three 

to  five -week  training  cours 

and  four  mentioned  "on-the-job  training"* 

The  listings  below  indicate  the  responses 

of  the  IRS  employees  con- 

cerning  their  concept  of  their  acceptance  by  their  fellow  employees  when 

they  first  began  (and  at  the  present  time): 

When  Beginning  Employment 

At  Present  Time 

Very  good  (2) 

Same  (2) 

Favorable  (5) 

Very  favoi 

:able  (5) 

Good  (7) 

Same  (7) 

Excellent  (7) 

Same  (7) 

Cautious  but  friendly  (1) 

Excellent  (1) 

Normal  and  pleasant  (2) 

Same  (2) 

Very  helpful  (2) 

Same  (2) 

"Felt  as  though  on  trial  (1) 

Now  same 

as  sighted 

p  e  r  s  on  ( 1 ) 

Fine  (1) 

Better  (1) 
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In  response  to  the  question,  "Are  other  people  employed  for  the  same 
type  job  doing  any  function  that  you  are  unable  to  do  for  visual  reasons", 
eight  answered  no;  eight  answered  counter  work;  five  responded  that  they 
could  not  yet  answer  technical  questions  the  answers  to  which  they  did  not 
know  where  to  locate  on  the  records;  three  each  responded,  checking  micro¬ 
film  records,  reading  transcripts  and  retrieving  files;  one  each  responded, 
supervisory  responsibilities,  computer  outputs  and  reference  library,  and 
filling  in  time  reports. 

Responses  to  Final  Set  of  Questionnaires  of  Counselors 

In  response  to  the  question,  "Has-the  trainee' s  personal  adjustment  to 
his  job  been  satisfactory,"  33  answered  '  yes  1  „ 

In  response  to  the  question,  "Are  there  any  areas  of  training  on  which 
more  stress  should  be  laid,"  18  responded  "no";  one  each  responded  "meet- 
deal",  "personal  neatness",  "light  probe  didn't  work",  "organization  of 
reference  material",  "more  on- job-training" ,  "abacus",  and  "personal 
adjustment" „ 

In  response  to  the  question,  concerning  what  the  trainee  received 
from  the  training  program,  8  indicated  a  "complete  and  useful  vocational 
skill",  6  "excellent  insight  into  the  tax  assistance  program";  7  "appropri¬ 
ate  comprehension  to  perform  duties";  10  "stable,  satisfying  job";  and 
one  indicated  that  this  was  "the  most  important  event  of  his  life". 

In  response  to  the  question  concerning  what  additional  items  do  the 
counselors  feel  should  be  added  or  stressed  morfe  during  the  training  pro¬ 
gram,  14  indicated  that  it  was  satisfactory  in  Its  present  form,  and  one 
each  suggested  more  role-playing,  more  inter- relationship  with  employee 
and  the  public,  more  intense  math.  ,  more  work  with  inter-office  forms, 
more  initiative  to  accept  responsibility,  and  more  abacus. 

The  next  question  asked  the  counselors  to  describe  the  trainee  in  re¬ 
lation  to  the  following  areas,  especially  in  connection  with  any  changes 
observed  before  and  after  training.  In  the  area  of  communicative  skills, 

15  indicated  improvement;  one,  the  same;  10,  always  good;  and  one, 
adequate.  In  mathematics  and  mathematical  processes,  12  indicated  im¬ 
provement;  3,  the  same;  one,  adequate;  and  7  as  always  good.  In  the 
reasoning  ability,  14  indicated  improvement;  3  indicated  the  same;  9 
indicated  always  good;  and  one  indicated  adequate.  Under  ability  to 
meet  and  greet  people,  13  indicated  Improvement;  4  indicated  the  same, 
and  10  indicated  good.  Under  relationship  to  supervisors  and  employers, 

9  indicated  improvement;  5  indicated  same;  and  11  indicated  good.  Under 
the  general  category  of  other  ,  2  indicated  improvement  in  mobility;  one 
indicated  an  improved  speaking  ability  before  the  public;  one  indicated  an 
improved  self-image;  and  these  comments  were  made:  "more  confidence 
and  ability  to  succeed  in  life  and  his  motivation  to  succeed";  "you  will  be 
pleased  by  his  poise  and  self-confidence";  "general  improvement  in  per¬ 
sonal  relationships". 


-53- 


CHAPTER  IV 


SUMMARY  AND  CONCLUSIONS 


Review 

The  project  of  training  blind  Taxpayer  Service  Representatives  for  the 
Internal  Revenue  Service  began  with  the  pilot  project  in  1971  and  continued 
through  mid- 1971.  Persons  were  sent  for  evaluation  by  counselors  in  state 
agencies;  each  person  referred  received  (unless  by  his  own  choosing  he 
left  earlier),  a  month  long  evaluation  in  the  skills  fundamental  to  training 
for  this  position.  During  this  month  information  was  gathered  concerning 
the  age  of  each  person  referred,  the  age  of  the  onset  of  his  visual  problems, 
and  his  present  visual  classification,  including  congenital- total,  congenital- 
partial,  adventitious -total,  adventitious -partial.  Further  information  was 
gathered  concerning  each  person* s  marital  status,  his  parents’  marital- 
status,  his  sibling  relationships  (both  number  of  children  in  the  family  and 
sequence  of  birth  within  that  total),  the  type  of  primary  or  secondary  school 
attended  (whether  public,  a  school  for  the  blind,  or  a  combination  of  both), 
the  highest  degree  attained  by  the  person  in  his  previous  studies.  Also 
administered  to  each  individual  was  the  Wechsler  Adult  Intelligence  Scale, 
Including  the  six  sub- categories  of  information,  comprehension,  arithmetic, 
similarities,  digit  span,  and  vocabulary.  The  Pennsylvania  Bi- Manual  Work 
Sample  was  also  administered  with  assembly  and  disassembly  scores  being 
recorded. 

Also  during  the  month  of  evaluation  each  individual's  mobility  profici¬ 
ency  and  personal  management  capabilities  were  determined.  Only  those 
adjudged  to  be  adequate  in  both  areas  were  considered  for  training.  Also 
evaluated  for  the  nonprint  users  were  Braille  reading  speed,  Braillewriter 
speed,  Braille  slate  writing  speed,  typing  speed,  and  accuracy  of  mathe¬ 
matical  calculations. 

The  reasons  for  the  departure  of  any  individuals  who  did  not  enter  or 
complete  the  IRS  training  were  compiled.  Questionnaires  were  sent  to 
their  counselors  at  the  end  of  the  project  to  see  what  further  educational 
and  work  activities  they  had  engaged  in  after  leaving  the  IRS  training  se¬ 
quence. 

Those  entering  the  IRS  training  were  given  detailed  study  in  the  con¬ 
tent  of  methodology  of  the  IRS  Taxpayer  Service  Representative  work. 

Along  with  content  material,  this  included  role-playing,  learning  specific 
information  and  developing  ability  to  find  necessary  material  within  the 
various  sources  of  information.  Extensive  testing  over  the  information 
produced  IRS  test  results  which  were  compiled  by  percentage.  Informal 
commentary  from  the  instructors  was  also  gathered  concerning  their 
subjective  analyses  of  the  training  program. 

In  order  to  follow  up  on-the-job  performance  at  three  points  during 
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the  projects,  questionnaires  were  sent  to  obtain  information  relevant  to  the 
work  experience.  Questionnaires  were  sent  to  former  trainees  eliciting 
personal  response  to  their  job  situations;  questionnaires  were  sent  to 
counselors  asking  professional  evaluation  of  their  clients'  performance; 
and  questionnaires  were  sent  to  work  supervisors  for  evaluation  of  the 
actual  job  performance  within  the  work  environment. 

Some  left  the  program  without  entering  or  finishing  the  IRS  training. 
The  largest  number  of  those  persons  did  not  have  skills  adequate  to  pur¬ 
sue  the  training  and  refused  to  take  further  readiness  training.  The 
second  largest  number  included  those  who  appeared  to  have  the  necessary 
skills,  but  who  seemed  temperamentally  unsuited  for  the  specific  work 
conditions  required  by  the  job.  The  third  largest  category  included  those 
with  some  type  of  behavioral  or  personal  adjustment  problem. 

The  scores  of  the  tests  administered  during  the  IRS  training  showed 
a  "percentage  correct"  rate  from  61%  through  100%,  The  grades  were 
relatively  evenly  distributed  throughout  this  range  with  the  largest  group¬ 
ing  standing  between  81%  and  94%.  The  distribution  of  percentage  scores 
is  divided  generally  equally  among  the  four  visual  categories  with  a  slight¬ 
ly  higher  percentage  for  the  adventitious -partial ,  Ninety  percent  or  more 
of  the  persons  in  the  "employed"  category  improved  their  status  or  in¬ 
come  through  this  training. 

The  results  of  the  various  questionnaires  sent  to  the  trainees,  the 
counselors  and  the  work  supervisors  indicate  that  the  persons  in  their 
job  settings  are  generally  performing  their  jobs  satisfactorily  with  most 
performances  ranging  from  average  to  excellent. 

It  may  be  generally  concluded  from  the  four- year  study  that  it  is 
possible  to  train  blind  persons  to  work  satisfactorily  as  Taxpayer  Service 
Representatives  in  Internal  Revenue  Service  Offices,  Those  with  an  aver¬ 
age  or  higher  intelligence  rating  may  be  most  likely  to  succeed  in  the 
training,  Basic  skills  in  communication  methods  and  calculating  proce¬ 
dure  are  essential  at  a  rate  that  will  enable  the  person  to  take  notes  of 
phone  conversations,  to  write  rapid  responses,  to  do  on-the-job  calcu¬ 
lations  of  simple  problems  and  do  accurate  calculations  of  more  involved 
problems. 

Observations 

The  age  range  of  persons  referred  for  training  was  from  18  through 
59,  with  distribution  throughout  most  of  the  age  categories.  The  age 
range  covered  was  similar  for  those  who  were  employed  and  those  who 
did  not  complete  the  training.  Persons  were  referred  from  34  different 
states „ 

The  age  of  onset  of  blindness  ranged  from  birth  through  55  years  of 
age.  The  distribution  is  similar  for  those  who  were  employed  and  those 
who  did  not  complete  training. 
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The  distribution  by  sex  indicates  that  there  were  78  males  and  18  fe¬ 
males  referred  for  training.  The  ratio  of  employed  to  unemployed  for 
both  sexes  was  generally  the  same, 

The  largest  number  of  persons  referred  for  training  were  single. 
Evaluation  of  the  parental  status  showed  that  most  of  the  persons  fn  both 
the  "employed"  and  "other"  categories  had  both  of  their  parents  living; 
with  the  second  largest  category  being  those  with  only  the  mother  living. 

Sibling  relationships  indicated  that  persons  were  from  families  having 
from  one  to  nine  children  with  one  or  more  persons  in  each  intermediate 
category.  They  also  ranged  from  first,  second,  third,  fourth,  fifth  or 
ninth  within  the  sequence  of  their  family.  The  majority  of  persons  came 
from  families  having  from  one  to  three  children.  The  majority  in  the 
"employed"  category  were  first  children  while  the  greatest  number  in 
the  "other"  category  were  second  children. 

The  majority  of  persons  had  attended  public  school  with  the  next 
largest  category  being  in  attendance  at  schools  for  the  blind.  In  the  "em¬ 
ployed"  category  the  number  was  identical  for  those  attending  public 
school  and  school  for  the  blind.  The  majority  of  persons  referred  for 
training  had,  as  their  highest  degree,  a  high  school  diploma.  The  range 
of  degrees  held  by  the  persons  referred  included  those  on  both  the  bache¬ 
lors  and  masters  level.  Sixty- one  persons  had  high  school  diplomas  and 
35  persons  had  college  degrees. 

In  the  Wechsler  Adult  Intelligence  Scale  Sub- tests,  the  persons  in 
the  "employed"  category  tended  to  have  higher  scaled  scores  than  those 
in  the  "other"  category.  The  overall  verbal  I,  Q,  showed  more  people 
from  the  "other"  -category  in  the  lower  ranges,  with  more  person®  in 
the  higher  ranges  in  the  "employed"  categories.  The  Pennsylvania  Bi- 
Manual  Work  Sample  assembly  and  disassembly  scores  were  generally 
parallel  for  the  "employed"  and  "other"  groups. 

The  performance  rate  of  the  "employed"  group  in  the  various  Braille, 
typing,  and  math  skills  tended  to  be  higher  for  the  "employed"  group  than 
for  the  "other"  group.  For  those  who  remained  for  more  readiness  train¬ 
ing,  a  higher  rate  of  change  in  performance  was  generally  shown  by  those 
persons  who  entered  the  "employed"  group  as  opposed  to  the  "other"  group. 

Recommendations 

Since  persons  have  been  trained  under  this  Research  Grant  to  satisfac¬ 
torily  work  in  the  capacities  described  and  since  indications  are,  at  this 
time  of  writing,  that  more  such  positions  for  an  undetermined  period  will 
continue  to  be  available,  it  would  be  recommended  that  the  program  should 
continue  so  that  persons  with  the  capabilities  and  interest  can  have  an  oppor¬ 
tunity  to  pursue  this  type  of  employment..  To  meet  this  need,  Arkansas 
Enterprises  for  the  Blind  is  already  acting  on  this  recommendation  and  is 
perpetuating  the  training  program  into  the  future.  State  agencies  will 
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continue  to  refer  and  support  persons  during  the  evaluation  and  subsequent 
training  periods. 

The  idea  of  training  a  person  with  visual  problems  to  deal  with  phone 
service  in  Internal  Revenue  work  opens  up  the  possibility  of  identifying  sim¬ 
ilar  information- giving  positions  in  other  public  or  private  agencies,  A 
listing  of  jobs  with  similar  responsibilities  that  would  include  familiariza¬ 
tion  with  a  given  body  of  information  and  the  imparting  of  this  information 
to  interested  parties,  through  the  use  of  a  telephone,  should  be  compiled 
for  all  federal  agencies,  state  agencies  and  appropriate  private  businesses. 
While  it  would  not  be  possible  to  predict  the  number  of  employment  opportu¬ 
nities  that  might  be  opened  in  this  way,  it  m$.y  be  that  a  significant  number  of 
jobs  could  be  identified  which  could  be  performed  satisfactorily  by  blind 
persons  and,  at  the  present  time,  are  not  being  held  by  them. 

Since  the  best  way  to  understand  needs  that  arise  in  giving  job  situations 
is  to  consult  with  persons  who  have  filled  those  positions,  it  would  be  useful 
even  at  the  present  time,  to  have  those  who  are  involved  in  working  as 
Taxpayer  Service  Representatives  gather  together  to  discuss  their  job  en¬ 
vironments  and  their  personal  feelings  concerning  their  work  so  that  sugges¬ 
tions  could  be  amassed  regarding  ways  to  expedite  training  or  to  make  more 
comfortable  and  productive,  the  working  situation.  As  other  similar  types 
of  positions  are  opened  in  other  agencies,  it  would  be  recommended  that 
from  time  to  time  conclaves  might  be  held  in  which  an  ongoing  record 
could  be  developed  of  improved  training  methods  and  work  situations  which 
would  produce  well- prepared  employees  with  the  greatest  productivity  for 
the  employer. 
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APPENDIX  A 


OUTLINE  OF  COURSE  MATERIALS 
Introduction 


I.  Opening  day  orientation 

A.  Get  acquainted;  learn  background  of  each  trainee  -  education: 

work  experience,  if  any;  skills;  abilities 

B.  Establish  class  hours  and  ground  rules;  distribute  braille  and 

printed  study  materials. 

II.  The  Internal  Revenue  Service  Organization 

A.  National  Office 

B.  Regional  Offices 

C.  Regional.  Service  Centers 

Do  The  National.  Computer  Center 
E.  District  Director's  Offices 

1.  Administration  Division 

2.  Intelligence  Division 

3.  Audit  Division 

4.  Collection  Division 

a.  Taxpayer  Service  Section 

(1)  The  Taxpayer  Representative  position 

Discuss  functions  of  each  of  above,  giving  names  of  officials  where  appro- 
priate.  Place  particular  emphasis  on  relationships  of  the  T'SR  to  other 
Branches  of  the  Service. 

III.  The  Taxpayer  Service  Representative  position  -  duties  and  responsibilities 

A.  Reason  for  establishing  the  position 
Bo  General  duties 

Co  Specific  areas  of  responsibility 

D.  Work  reports 

IV.  Ethical  Conduct  in  Government 

Ao  What  does  "ethical  conduct"  mean? 

B.  Responsibility  of  employers  concerning  rules  of  conduct 
Co  Rules  concerning  personal  and  official  activities 

Do  Class  participation  is  discussion;  what  are  the  attitudes  of  the 
trainees  toward  the  "restrictions"  placed  upon  them  as  public 
servants?  How  can  they  turn  these  "restrictions"  to  a  real 
benefit  to  themselves  as  citizens  and  human  beings?  Stress  the 
need  to  not  merely  abide  by  the  rules,  but  to  make  them  a  way 
of  life  so  that  obeying  them  becomes  reflexo 

V.  Philosophy  of  taxpayer  service;  principles  of  taxpayer  relations. 

On  opening  day,  this  subject  is  introduced  and  covered  in  as  much  detail  as 
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time  will  permit.  Throughout  the  course,  constant  reference  is  made  to 
taxpayer  service  as  we  discuss  how  each  contact  would  be  handled.  In  the 
role-playing  sessions,  trainees  get  some  practical  experience  in  applying 
the  philosophy  of  good  taxpayer  relations. 

A.  Taxpayer  service  and  the  image  of  Internal  Revenue  Service 

1.  The  goal  of  voluntary  compliance 

2.  Impartial  determination  and  collection  of  the  tax 
B„  Principles  of  Taxpayer  Service  operations 

C.  Philosophy  of  service  as  stated  by  former  commissioners  and 

demonstrated  by  the  views  of  management  officials. 

D.  Attitudes:  interrelation  between  that  of  the  service  representa¬ 

tive  and  of  the  taxpayer 

E.  Self-evaluation:  Factors  contributing  to  success  in  the  position 

and  detracting  from  it 

F.  Communication  skills 

Go  Techniques  required  in  personal  contacts 
FI.  Techniques  required  in  telephone  contacts 

In  all  of  the  foregoing,  individual  trainee  participation  is  essential.  The 
purpose  is  not  only  to  teach  the  qualities  a  successful  TSR  must  possess, 
but  more  to  inspire  the  prospective  TSR  to  be  the  person  the  taxpayer  needs 
to  assist  him;  and  to  make  the  position  so  attractive  and  rewarding  that  the 
trainee  will  gladly  expend  any  effort  to  be  worthy  of  attaining  if. 

VI.  Internal  use  of  documents 

A.  Internal  Revenue  Manual 

B.  ADP  Handbooks 

VII.  Reference  materials 

A.  CCH  Tax  Service 

B.  Internal  Revenue  Bulletins 

C.  Revenue  Rulings;  Revenue  Procedures 

D.  Commissioners  Memoranda 

Income  Tax  Section 

All  chapter  references  are  to  Publ.  17  unless  otherwise  stated. 

The  order  of  study  generally  follows  the  format  of  Form  1040  (1970)  with  a 
few  minor  deviations.  As  each  subject  is  studied,  trainees  will  learn  whefe 
and  how  it  is  entered  on  the  return, 

I.  Statutory  meaning  and  concept  of  "income". 

A.  Relationship  between  gross  income,  "adjusted  gross  income,"  and 
"taxable  income". 

B„  Give  broad  outline  of  categories  of  income,  adjustments  to  income 
and  itemized  deductions. 

C.  Play  tape  of  Internal  Revenue  Code  sections  61  and  62  and  sections 
101  thru  123, 
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II.  Income  tax  filing  requirements 

A.  Filing  your  return  (Ch.  1) 

B„  Joint  and  separate  returns  (Ch.  2) 

C„  Surviving  Spouse  and  Head  of  Household  (Ch.  3) 

Do  Decedents  (Ch,  4).  Prepare  Form  1310o 

III.  Personal  Exemptions  and  Dependents  (Ch.  5) 

A.  Personal  exemptions 

1.  additional  for  age  and/or  blindness 
Bo  Dependency  exemptions 

1.  five  tests 

2.  exemptions: 

a.  students  and  children  under  age  17 

b.  children  of  divorced  or  separated  parents 

c.  multiple  support  agreements 

3o  items  considered  in  determining  support;  items  not 
considered  in  determining  support 

IV,  What  income  is  taxable  (Ch.  6)  (Form  1040,  line  39) 

A.  Taxable  and  nontaxable  income 

Bo  Treatment  of  various  types  of  insurance  proceeds 

C.  Interest  exclusion  for  surviving  spouse 

D.  $5,  000  exclusion  for  beneficiaries  of  deceased  employees 

E.  Scholarships  and  fellowship  grants 
Fo  Military  pay  (combat  exclusion) 


G.  When 

income  Is  taxable 

lo 

accounting  periods 

2. 

aceouting  methods 

3. 

constructive  receipt  of  income 

V.  Income  from  tips  (Ch.  7)  (Cross  ref.  Circ.  E.  )  Prepare  Form  4137 

VI.  Wages,  Salaries,  Other  Earnings  (Ch.  8) 

A.  Compensation  allowances,  and  other  benefits  for  services 
rendered  considered  as  wages 
Bo  Payments  In  kind  (C.  R.  Circ.  E) 

C,  Special  classes  of  employees 
1.  armed  forces 
2o  clergymen 

3,  employment  abroad  (Form  2555) 

Do  Options 

E.  Form  W2 ;  Form  1099  and  1096;  substitute  W2-how  to  handle 
cases  where  employee  does  not  receive  W2  from  employer 

VII.  Dividends  (Ch.  15) 

A.  Dividend  exclusion 

VIII.  Interest  (Ch.  14) 

A.  Taxable  interest  and  nontaxable  interest 
B„  Insurance  received  in  Installments 
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IX.  Income  other  than  Wages,  Dividends  and  Interest 

(Reported  in  Part  II,  Form  1040,  lines  3  5  thru  39) 

A.  Business  income  or  loss  -  (Schedule  C) 

Schedule  C  and  Instructions  should  be  read  and  studied 
thoroughly.  C.  R.  Publ.  334. 

1.  What  taxpayers  must  file  Sch.  C,  ? 

2.  How  is  partnership  income  reported? 

3.  Gross  profit 

4.  Business  expenses  (Publ.  334,  Ch.  11) 

5.  Net  profit  or  loss 

6.  Self-employment  tax  -  (Publ.  334,  Ch.  28) 

a.  schedule  SE  and  instructions 

b.  computation  of  the  tax 

c.  self-employment  tax  for  ministers,  etc.  ,  and 

members  of  religious  faiths;  Form  4361  and 
F  o  rm  4029 

7.  Prepare  Sch.  C.  and  SE,  Part  I  and  Part  III 

8.  Cross  references  (not  to  be  studied  in  detail  at  this 

time  but  noted  in  connection  with  business  income:) 

a.  estimated  tax  requirements  (1040  ES) 

b.  employment  tax  requirements  (Cxrc.  E.  ) 

B.  Farm  income  and  expenses  (Schedule  F) 

Schedule  F  and  Instructions  should  be  read  and  studied  care¬ 
fully  -  (C.  R.  Publ.  225) 

1.  Preparation  of  Sch.  F.  and  SE 

(See  Publ.  225  for  filled-in  forms) 

2.  Cross  references 

a.  estimated  tax  for  farmers 

b.  employment  tax  requirements  for  farmers 
Co  gas  tax  credit  -  Form  4136 

C.  Sales  or  Exchanges  of  Property  -  (Sch.  D.  ) 

1.  cost  or  other  basis  of  property  -  (Publ.  17,  Ch,  29) 

2.  depreciation  and  amortization  (Ch.  17) 

3.  voluntary  sales  and  exchanges  (Ch.  21) 

4.  sale  of  residence  (Ch.  23) 

a.  prepare  Form  2119 

5.  condemnations  (Ch.  24) 

"Tax-Free”  Involuntary  Exchanges  (Ch.  25) 

7„  installment  sales  (Ch.  28) 

8.  capital  gains  and  losses  (Ch,  26) 

9.  sales  or  other  dispositions  of  depreciable  property  (Gh.  22) 

10.  bad  debts  (Ch.  27) 

11.  read  and  study  thoroughly  Sch  D  and  Insirueiionjs 

12.  prepare  Sch.  D. 

Do  Income  reported  on  Schedule  E, 

Part  I  -  Pension  and  Annuity  Income 

1.  Publ.  17-  Ch.  19 

2.  common  types  of  annuities 

3.  general  rule 
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a„  the  exclusion  ratio 

(1)  investment  in  the  contract 

(2)  expected  return 

(3)  annuity  starting  date 

b„  annuities  based  on  life  expectancy 

(1)  use  of  multiples  from  actuarial  tables 
Co  guaranteed  payments  -  refund  feature 
4.  special  three-year  rule 
5o  preparation  of  Part  I,  Sch„  E, 

Part  II  -  Rent  and  royalty  income  -  (Chs.  16  and  18) 

1.  prepare  Sch„  F.  Part  II 

Part  III  -  Income  or  Losses  from  Partnerships,  Estates  or 
Trusts,  and  Small  Business  Corporations 
1„  read  and  study  Schc  E,  and  Instructions,, 

2„  explain  how  income  is  brought  to  Sch„  E.  from  Form  106  5, 
Form  1041  and  Form  1120  S« 

3»  prepare  Schc  E»  ,  Part  IIIo 

Total  Parts  I,  II,  and  III  and  enter  on  Form  1040,  line 
37. 

X.  Adjustments  to  income 

(Reported  in  Part  III,  Form  1040,  lines  41  thru  44) 

A,  "Sick-pay"  exclusion  (Ch0  9)  Prepare  Form  2440 
B„  Moving  expenses  (Ch„  12)  Prepare  Form  3  903 
Co  Employee  business  expense 

(Distinguish  between  those  deductible  from  gross  income  and 
those  which  must  be  claimed  as  itemized  deductions) 

10  travel,  transportation,  gift  and  entertainment  expenses 
(Cho  10) 

2o  educational  expenses  (Ch0  11) 

3„  other  expenses  of  employees  (Ch„  13) 

40  prepare  Form  2106 

D„  Payments  as  a  self-employed  person  to  a  retirement  plan. 

Study  Form  2950  SE.  It  gives  all  the  information  trainees 
need. 

XIo  Itemized  deductions  -  Schedule  A,  Form  1040o 
A„  Medical  and  dental  expenses  (Cho  35) 

I.  insurance  premiums  for  medical  care 
2o  the  1%  and  3%  limitations 
3o  what  constitutes  medical  expense 
4o  deductions  for  spouse,  dependent  &;  others 
5o  decedents 
6o  reimbursed  expenses 
Bo  Taxes  (CL  34) 

lo  know  where  to  find  tables  for  gas  tax  and  sales  tax 
deductions . 

2o  CoRo  to  PubL  308  and  Form  4136 
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Co  Contributions  (Ch*  32) 

1  <,  deductible  and  nondeductible 
2»  limitations 
30  record  keeping 

4„  PubL  561  (value  of  donated  property) 

5.  changes  under  Tax  Form  Act 
D„  Interest  expense  (Ch*  33) 

1.  installment  buying;  computing  the  deduction  when 
interest  not  separately  stated* 

Ko  Child  and  disabled  dependent  care  (Ch„  36) 

1„  qualifications  for  deduction 
2o  limitations  on  the  deduction 
3*  prepare  Form  2441 
Fo  Casualty  and  theft  losses  (Ch*  37) 
lc  personal 
2o  business 
3*  disaster  area  losses 
40  how  to  deduct  losses 
Go  Alimony  (Ch*  38) 

Ho  Other  itemized  deductions  (Cho  3  9) 

Check  list  of  deductible  and  nondeductible  items. 

XXL  Computation  of  Tax 

A.  Tax  tables  for  income  up  to  $10,  000  incorporate  new  low- 
income  allowance 

Bo  Standard  deduction  for  income  $10,  000  or  more 
C,  Computation  of  tax  from  rate  schedules  when  deductions 
itemized 

Do  Practice  computing  tax  and  surcharge 

Eo  Income  Averaging  -  Sch0  Go  and  instructions  should  be 

read  carefully*  The  beginner  TSR  should  not  attempt  to 
handle  these  questions  beyond  advising  taxpayer  whether  or 
not  he  qualifies  for  income  averaging* 

XIII.  Credits 

A.  Retirement  income  credit  (Ch*  20) 

(Schedule  R,  Form  1040,  should  not  be  prepared  until  after 
tax  on  return  has  been  computed) 

1.  who  may  claim  the  credit 

a*  Prior  earned  income  test 

2.  what  is  "earned  income" 

3»  what  is  "retirement  income" 
a„  for  taxpayers  under  65 
b.  for  taxpayers  65  or  over 
4„  prepare  Sch*  R 

a*  alternative  computation  for  taxpayers  6  5  or  over 

B.  Investment  Credit  -  Form  3468  gives  all  info*  needed 
C*  Foreign  tax  credit  -  Form  1116 

XIV.  Other  taxes  on  Form  1040 

A*  Review  self-employment  tax 
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B„  Tax  from  recomputing  prior-year  investment  credit  -  Form 
4255 

C,  Minimum  tax  (brief  explanation) 

D„  Social  security  tax  on  unreported  tip  income  (C.  R„  Circ.  E.  ) 

1.  Prepare  Form  4137 

E„  Uncollected  employee  social  security  tax  on  tips  (C.  R.  Circ. 
E.  ) 

XV,  Other  payments 

A.  Excess  F„I.  C,  A,  tax  withheld  (C.  R.  Circ.  E) 

B.  Gas  tax  credit  (Form  4136) 

C.  Regulated  Investment  Co.  Credit  (Form  243  9) 

XVI.  Preparation  of  pg.  1,  Form  1040 

A.  Stress  need  for  accuracy  in  entity  section  due  to  ADP 
B e  Need  for  W-2's  being  attached 

C„  Need  for  care  in  entering  balance  due  or  overpayment  on 
correct  line. 

D.  Need  to  enter  amt.  to  be  refunded  correctly,  to  prevent  over¬ 

payment  being  credited  to  estimated  tax 
E0  Need  for  signatures  on  return 

XVII.  Estimated  Income  Tax  -  Form  1040  ES 

A.  Filing  requirements 

B,  Due  dates 

1.  nonfarmers 

2.  farmers 

Co  Worksheet  for  computing  estimated  tax 
D„  The  vouchers  -  how  to  prepare 

E.  Amended  estimates 

F.  Penalty  for  underpayment 

1.  how  it  is  computed 

2.  the  four  exceptions 

3.  preparation  of  Form  2210  and  2210  F 

(C.R.  -  A.  D.P.  ) 

XVIII.  Amended  returns  and  adjustments  to  return. 

A.  Form  1040X  and  Instructions 

1.  explain  conditions  under  which  amended  return  required 

(C.  R.  -  A.  D.  P,  ) 

2.  study  form  carefully 

3.  work  examples 

B.  Explain  conditions  under  which  adjustments  to  return  may  be 

made  without  an  amended  return  (C.R.  -  A.  D.  P.  ) 

(Examples  will  be  worked  in  connection  with  ADP 
study) 
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Introduction  to 


E  m  p  1  o  y  m  ent  and  Excise  Taxes 


I.  General  information  from  Circular  E,  Employer's  Tax  Guide 
Ao  Definition  of  "employer" 

Definition  of  "employee" 

The  employer  -  employee  relationship  -  (Form  SS-8) 

Bo  Treatment  for  employment  tax  purposes  of  various  types  of 
services  (See  chart  in  Circ,  E.  ) 

Co  Employer  Identification  Number  (Form  SS-4)  C0  R.  -  A0  D»  P, 

D,  Income  Tax  Withholding 

(Form  W-4;  Form  W-2;  Form  W-3) 

Services  not  subject  to  withholding 
(CoRo  Estimated  tax) 

Eo  The  F0  X0  C„  A0  tax 
F.  What  are  "taxable  wages" 

Go  What  are  "taxable  tips" 

H„  The  new  employer: 

What  do  you  send  (or  give)  to  the  person  starting  in  busi¬ 
ness? 

Xo  Businessman's  Kit 
IXo  Form  940 

Ao  Who  is  an  "employee"  for  this  purpose? 

Bo  Filing  requirements 
C«  Due  date 
Do  Wage  limitations 

E«  Credit  for  contributions  to  state  funds 
F,  Preparation  of  Form  940 
Go  Deposit  procedures 

XXXo  Form  941 

Ao  Filing  requirements 
Bo  Due  dates 

Co  Preparation  of  Form  941 
Do  Deposit  procedures 

Eo  Practice  with  examples  to  illustrate  points  such  as  maximum 

wages  to  which  F.  I.  CD  Au  tax  applies;  tips;  line  adjustments 
of  withholding  and  F„X„  C0  A,  tax 

IV.  Form  942 

Ae  Filing  requirements 
Bo  Due  dates 

Co  Preparation  of  Form  942 
Do  Optional  withholding  of  income  tax 
Eo  No  deposit  requirement 
F.  Form  SS-14 
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V„  Form  943 

A.  Definition  of  "agricultural"  employment 

B.  Filing  requirement 
C„  Due  date 

D.  Deposit  requirements 

E.  Form  W-  2 

Fo  Practice  preparing  return 

VI,  Form  941 -C 

A.  When  is  the  form  required? 

When  is  it  not  required? 

Bo  Prepare  941 -C  to  illustrate  various  types  of  corrections 
Excise  Taxes 

I.  History  of  excise  taxes 

Purpose;  advantages;  disadvantages 
Reference  material  -  Pubh  334,  Ch.  29 
Form  720  and  instructions 
Form  2290  and  instructions 
PubL  349  and  PubL  378:  PubL  510 

II.  Form  720 

A.  Special  fuels 
diesel 

gasoline  substitutes  -  special  motor  fuels 

B.  Facilities  and  Services 

1.  transportation  of  persons  by  air 
transportation  of  property  by  air 
exemptions 

2.  communications 

C.  Foreign  Insurance  Policies 
D»  Manufacturers'  Excise  Taxes 


1. 

automobiles 

2. 

trucks  and  buses 

3. 

truck  parts  and  accessories 

4. 

tires  and  tubes 

5. 

gasoline  and  lubricating  oils 

6. 

fishing  equipment 

7. 

firearms 

8. 

sugar 

9. 

white  phosphorus  matches 

Occupational  Stamps 

A. 

Gaming  devices  -  Form  11-B 

B. 

Wagering  -  Form  11-C 

F orm  730 

C. 

Alcohol  -  Form  11 

D. 

Firearms  -  Form  11 
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E.  Adulterated  and  Processed  Butter  -  Form  11 

F.  Filled  cheese  -  Form  11 

G.  Rectified  spirits  or  wine  -  Form  11 
H„  Narcotic  registrants 

(Note  changes  after  5-1-71) 

Trainees  should  be  advised  that  they  should  learn  from  their  supervisor 
the  extent  to  which  they  will  give  information  on  these  taxes.  In  some 
offices,  a  specialist  handles  all  these  questions* 

IV.  Federal  Highway  Use  Tax  -  Form  2290 

(Reference  material  -  Publ,  349  and  Form  2290,  with  instruc¬ 
tions) 

A.  History  and  purpose  of  the  tax 

B.  Who  is  liable  for  the  tax?  (Exemptions) 

C„  Tests  for  determining  taxability  of  a  vehicle 
D,  Definitions: 

1 .  truck 

2.  truck-tractor 

3.  highway  motor  vehicle 

4.  public  highway 

5.  registered 

6.  taxable  use  (Exemptions) 

7.  actual  unloaded  weight  of  a  truck 

8.  actual  unloaded  weight  of  a  bus 

9.  taxable  gross  weight  of  a  truck 
10,  taxable  gross  weight  of  a  bus 

1 1 »  axle 

12,  body 

13,  "fully  equipped  for  service" 

in  case  of  a  truck 
in  case  of  a  bus 

14,  establishing  the  category  of  the  vehicle 
15.,  due  date  (s)  of  return,  Form  2290 

E*  Second-hand  vehicles 

F„  Computing  the  tax  (for  yr„  ;  for  part  of  yr,  ) 

G„  Installment  privileges 
H„  Practice  in  preparing  Form  2290 

Other  Taxes 

L  Form  1065  -  Partnership  Return  of  Income 
A,  Filing  requirements 
B0  Due  date 

C.  Read  form  and  instructions 

D.  Cross  reference  to  Form  1040,  Sch,  E. 

II,  Form  1041  -  Fiduciary  Income  Tax  Return 
A.  Filing  requirements 
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B.  Due  dates 

C .  Exempt!  on  s 

D.  Rate  of  tax 

Ee  Read  form  and  instructions 

Fi  Croas  reference  to -Form  T04'0,  Sch*  E. 

III.  Form  1120  -  Corporation  Income  Tax  Return 

A.  Filing,  requirements 
B»  Due  dates 

C.  Computation  .of  tax 

D.  Deposit  procedures  for  corporation  estimated  tax  (Must 
know)  Form  1120-W 

Es  Read  Instructions  on  form 

IV.  Form  1120-S  -  Return  of  Small  Business  Corp. 

A.  Filing  requirement 
Bo  Form  2553 

Co  Read  instructions  on  form 


V.  Form  990  and  other  Returns  of  Exempt  Organizations 

A.  Filing  requirements 

B.  Due  dates 

C.  Cross  reference  to  "Exempt  Organizations.  " 


VI. 


Form  706  ■ 
A. 

Bo 

Co 

Do 

Eo 


Federal  estate  tax  return 

Filing  requirement;  due  date  (changes  in  1971) 
Exemption 

Structure  of  the  tax  -  (property  included) 

Know  where  to  find  the  instructions 

Know  how  far  to  go  in  answering  questions  and  to  whom 
others  should  be  referred 


VII. 


Form  709  - 
A. 

Bo 

Co 

Do 

E. 

F. 

Go 


Federal  Gift  Tax 

Filing  requirement 

Due  date  (changes  in  1971) 

Structure  of  the  tax  -  What  is  a  gift? 

Exclusions 

Exemptions 

Know  where  to  find  the  instructions 

Know  how  far  to  go  in  answering  questions  and  to  whom 
others  should  be  referred. 


VIII.  Interest  Equalization  Tax 

A.  Purpose  of  the  tax 
Bo  Duration  of  the  tax 

Co  Brief  discussion  of  how  the  tax  applies 
Do  Advise  trainees  to  consult  with  supervisor  as  to  extent 
he  should  attempt  to  answer  these  questions. 
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Miscellaneous  Provisions 


I.  Penalties 

A,  Delinquency 

B.  Penalty  for  late  payment  (Under  Tax  Reform  Act) 

C„  Estimated  tax  penalty  (C.R.  -  Income  Tax) 

D,  Negligence  penalty 
Eo  F raud  penalty 
Fo  Dishonored  check  penalty 
G„  Federal  tax  deposit  penalty 
H.  Practice  in  computing  penalties 

I*  When  "reasonable  cause"  applies  and  when  it  does  not. 

II.  Interest 

A.  Assessed  interest  on  tax 

B.  Interest  paid  by  U,  S.  on  overpayments 

C.  Restricted  interest 

Do  Practice  computing  interest 

III.  Extension  of  time  to  file  returns 

A,  Individual  income  tax 

1,  automatic  extensions 

2,  postponement  of  due  date 

a.  Combat  zone 
B„  Fiduciary  income  tax 

C.  Corporation  income  tax  -  Form  7004 

D.  Estate  Tax 

E.  Gift  Tax 

F„  Extension  not  granted  for  employment  tax 

IV,  Extensions  of  time  to  pay  tax 

A.  Hardship  section 

B,  Special  provisions  re.  estate  tax 

V„  Statute  of  limitations 

A.  For  filing  returns;  for  amended  returns 

B,  For  filing  claims  for  refund 

C„  For  additional  assessments  (Exceptions) 

D.  For  making  refunds  or  credits 

Administrative  Provisions 


I„  Disclosure  of  information 

Internal  Revenue  Manual  gives  detailed  provisions  concerning  inspec¬ 
tion  of  returns  and  other  documents.  Each  trainee  must  consult  his 
supervisor  about  this. 
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II.  Copies  of  returns 

Know  procedure 
See  Form  4506 

III.  Informant  Cases 

Follow  Manual  provisions  carefully. 

See  Form  3949 

Send  report  to  Intelligence  Div.  ,  in  sealed  envelope 

IV.  Bribe  attempts 

V.  Admission  to  Practice 

Circ.  230 

Annual  examination 
Unenrolled  practitioners 

VI.  Appeal  Procedures 

Explain  steps  in  an  audit.  (Publ.  556) 

Exempt  Organizations 

Reference  material  -  Publ.  557 

Tape  prepared  by  M.  McClaren  from  which  trainees  may  Braille  notes 

I.  Internal  Revenue  Code  Section  providing  exemption 

II.  Organizations  exempt  under  each  subsection 

III.  Application  forms  to  be  filed  by  each  class  of  organization 

IV.  Where  and  by  whom  applications  are  approved  or  not  approved 

V.  Exempt  Organization  Master  File 

VI.  Information  returns  required  by  each  type  of  organization 
IX.  Taxability  of  unrelated  business  income 

Departing  Alien  Clearance 

Tape  has  been  made  on  this  subject  by  M.  McClaren.  Tape  is  played  in 
class.  Trainees  make  necessary  notes.  Discussion  follows. 

Automatic  Data  Processing 

I.  History  of  ADP 

II.  Need  for  automation 

Statistics  showing  increase  in  volume  of  returns  filed. 
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III. 


Initial  specifications  for  ADP 


IV,  Key  features  of  the  system 
V,  Benefits  expected  for  taxpayers  and  practitioners 
VL  Assignment  of  identifying  numbers 

VII,  Establishment  of  the  Master  File 

A,  IMF 

B,  BMF 

C,  EOMF 

VIII.  Definitions  of  ADP  terminology 

IX.  Summary  of  pre-ADP  manual  processing 

X..  Summary  of  processing  operations  under  ADP  system 

XI.  The  Document  Locator  Number  (DLN) 

A,  Location  codes 
B„  Tax  class  codes 

C.  Document  codes 

D.  The  Julian  control  date 

E.  Block  and  serial  numbers 

XII.  Return  Processing  Codes 

How  these  cause  the  computer  to  generate  certain 
activity 

XIII.  Transaction  Codes 

XIV,  Researching  an  account 

A.  Preparation  and  typing  of  Form  3774 

B.  Interpretation  of  Form  3  774 

C.  The  I,  D.  R.  S. 

XV,  Computer  notices 

A.  Computer  paragraphs 

XVI,  Adjustments  to  an  account 

A.  Preparation  and  typing  of  Form  3870 

B,  Form  1040-X 
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APPENDIX  B 


COURSE  TESTING  MATERIALS 
SECTIONAL  TESTS 

A.  Automatic  Data  Processing 

1  „  What  is  the  Master  File? 

2.  Name  the  IMF  returns;  name  the  BMF  returns, 

3.  What  processing  functions  are  performed  in  the  regional 
service  centers? 

4.  What  output  from  the  regional  service  centers  goes  to  the 
National  Computer  Center? 

5.  What  is  a  NCC  processing  cycle?  How  is  this  expressed 
as  to  the  date  of  the  cycle? 

6.  What  is  output  from  NCC? 

7.  Where  are  refund  checks  issued? 

8.  Where  are  bills  printed  and  mailed  out  to  taxpayers? 

9.  Does  "processing"  of  a  return  determine  acceptance  by 
IRS  of  the  accuracy  of  that  return?  Explain, 

10.  If  the  taxpayer  makes  an  error  on  his  original  return, 
howls  this  corrected? 

11.  What  is  the  purpose  of  the  document  locator  number? 

12.  Explain  the  significance  of  each  number  in  the  din, 

13.  What  can  you  tell  about  a  transaction  by  the  din? 

14.  .In what  chapter  of  the  ADP  Handbooks  will  you  find  all 
System  Codes? 

15.  Explain  the  meaning  of  the  following: 


a  o 

entity  section 

1. 

computer  progra 

b. 

entity  module 

j- 

offset 

c„ 

tax  account  module 

k. 

resequence 

d. 

generated 

L 

transcript 

e. 

freeze 

m. 

CP  (computer 

f. 

unpo stable 

program) 

g<> 

unprocessable 

n. 

manual  refund 

h. 

update 

o„ 

transaction  code 

16.  What  form  do  you  prepare  to  request  research  of  an 
account  from  microfilm? 

17.  What  form  do  you  prepare  to  request  an  adjustment? 

18.  What  form  is  prepared  in  the  Service  Center  as  an  input 
document  to  effect  an  adjustment? 

1  9*  What  form  must  be  filed  by  the  taxpayer  in  order  to  have 
a  refund  check  remailed  to  him? 

20.  To  what  class  of  tax  does  each  of  the  following  MFT 
Codes  apply:  1,  2,  3,  4,  6,  7 ,  8  and  9, 

21.  Assuming  that  each  of  the  following  represents  the  3rd, 
4th,  and  5th  digits  in  a  din,  what  document,  is  the 
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number 

assigned  to? 

a. 

2  1 1 

d. 

3  97 

g’ 

4  20 

j* 

1 

97 

b. 

2  21 

e. 

7  11 

ho 

8  40 

k. 

4 

97 

c . 

2  20 

f. 

9  04 

i. 

1  41 

lo 

9 

97 

m 

.  9  14 

q* 

2  45 

n. 

2  47 

r. 

9  49 

o. 

2  63 

So 

8  54 

p. 

9  77 

to 

3  17 

22,  Explain 

the  following  transaction 

Codes, 

a  O 

150 

k. 

291 

u„ 

540 

(aa) 

660 

(kk) 

840 

b. 

161 

1. 

300 

V, 

570 

(bb) 

6  66 

(11) 

846 

c„ 

166 

m. 

301 

Wo 

610 

(cc) 

670 

(mm)976 

d„ 

170 

n. 

336 

Xs 

620 

(dd) 

710 

(nn) 

977 

e. 

171 

o. 

337 

Y° 

640 

(ee) 

716 

f. 

180 

P* 

430 

Zo 

650 

(ff) 

740 

go 

181 

q. 

460 

(gg) 

776 

h. 

191 

r. 

470 

(hh) 

806 

io 

196 

So 

510 

(ii) 

830 

j« 

2  90 

to 

516 

(jj) 

836 

B „  Filing  Requirements 

1.  Fill  in  the  blanks  in  the  following: 

For  the  calendar  year  1971,  a  U,  S«  citizen  or  resident  must 
file  a  Federal  income  tax  return  if: 

a,  he  is  single,  under  6  5  and  has  gross  income  of 


(1,  700) 


b. 

he  is  single,  65 

or  older  and  has  gross  income  of 

(2,  300) 

o 

Co 

he  is  married, 

under  65,  s eparated  f rom  his  wife 

and  has  gross  income  of 

(600) 

o 

d. 

he  is  married, 

65  or  older  (wife  59),  living  togethe 

at  close  of  year 

and  has  gross  income  of 

(2,  900) 

o 

e,  he  is  married,  under  65,  filing  a  separate  return, 
and  has  gross  income  of  (600)  _ , 


f,  he  is  single,  under  19,  parents  contribute  more 

than  half  his  support,  and  he  has  gross  income  of  (600). 

g.  he  is  married,  65  or  older  (wife  65)  filing  a  separate 
return  and  has  gross  income  of  (600), 

Zo  Name  two  situations  that  would  require  the  filing  of  an  income 
tax  return  even  though  gross  income  was  less  than  amts,  stated 
above,  (Other  than  to  receive  a  refund  of  withholding.  ) 

3.  Name  the  schedules  that  might  be  attached  to  Form  1040  (1971), 
state  what  is  to  be  reported  on  each,  and  the  line  on  Form  1040 
to  which  the  total  from  the  schedule  is  brought. 
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4.  What  is  meant  by  the  term  "gross  income"?  In  general*  what 
does  it  include? 

5.  What  items  may  be  deducted  from  gross  income  to  arrive  at 
at  "adjusted  gross  income"? 

6.  What  items  may  be  deducted  from  "adjusted  gross  income"  to 
arrive  at  "taxable  income"? 

7.  (a)  What  is  the  due  date  of  Form  1040  for  a  U„  S,  citizen  on 
calendar  year  basis? 

(b)  for  a  U.  So  citizen  on  a  fiscal  year  basis? 

8„  Name  two  instances  in  which  the  Internal  Revenue  Code  pro¬ 
vides  a  postponement  of  the  due  date.  Explain  each  case  and 
give  the  due  date  for  each, 

9.  If  a  return  is  not  filed  when  due  and  no  extension  has  been 
granted*  at  which  rate  is  delinquency  penalty  assessed? 

10o  If  tax  is  not  paid  on  or  before  the  due  date*  at  what  rate  is 
interest  assessed?  Is  interest  waived  in  case  an  extension 
is  granted  for  filing  the  return? 

11.  Explain  the  penalty  for  failure  to  pay  tax  on  time. 

12.  What  is  the  statutory  limitation  period  during  which  an 
amended  return  or  claim  may  be  filed? 

13„  (a)  Is  a  minor  subject  to  income  tax? 

(b)  If  he  has  income  and  his  parents  claim  his  exemption, 
should  his  income  be  included  on  their  return? 

14,  In  each  of  the  following  state  whether  the  interest  on  U.  S„ 
Savings  Bonds  is  includible  in  gross  income  of  the  minor  or 
of  the  parent: 

(a)  bonds  purchased  with  parents'  funds*  registered  in  name 
of  parent  or  child*  and  child  is  permitted  to  redeem  the  bonds 
and  keep  proceeds? 

(b)  bonds  purchased  with  parents'  funds*  registered  in  child's 
name  only*  and  child  cashes  bonds  and  keeps  proceeds; 

(c)  bonds  transferred  to  a  minor  under  the  Uniform  Gifts  to 
Minors  Act*  registered  ip  name  of  child  with  parent  as  guar¬ 
dian  or  custodian, 

15,  How  long  should  a  taxpayer  keep  records? 

16o  What  should  a  taxpayer  do  if  he  has  not  received  Form  W-2 
from  his  employer  by  the  due  date  of  the  return? 

C„  Decedents 

1.  What  are  the  filing  requirements  for  a  return  in  the  case  of  a 
decedent? 

2,  What  is  the  due  date  of  a  decedent's  final  income  tax  return*? 

30  Who  is  responsible  for  filing  the  decedent's  final,  return? 

4.  How  may  an  executor  or  administrator  disaffirm  a  joint  re¬ 
turn  filed  by  a  survivor  before  his  appointment?  What  will 
be  the  effect? 

5.  If  a  decedent  had  used  the  cash  method  of  accounting*  what 
income  should  be  included  in  his  final  return? 

6.  If  a  decedent  had  used  the  accrual  method  of  accounting,  what 
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income  should  be  included  in  his  final  return? 

1.  (a)  If  a  decedent  was  a  partner,  what  income  should  be  included 

in  his  final,  return? 

(b)  Explain  how  to  determine  the  amount  includible  for  self- 
employment  tax, 

80  What  deductions  may  be  claimed  on  the  final  return  of  a  dece¬ 
dent? 

9.  Explain  the  methods  available  for  claiming  medical  deductions 
of  the  decedent, 

10o  Are  funeral  expenses  deductible? 

11,  What  procedure  must  be  followed  when  a  refund  is  due  on  the 
decedent's  final  return? 

12,  What  is  meant  by  the  term  "income  in  respect  of  a  decedent"? 
Give  examples, 

13,  What  expenses  in  respect  of  a  decedent  may  be  claimed? 

14,  Explain  the  deduction  for  Federal  estate  tax  attributable  to 
"income  in  respect  of  a  decedent,  " 

D„  Penalty  and  Interest 

Compute  interest,  delinquency  penalty  and  penalty  for  late  payment  (if 

applicable)  in  the  following  cases: 

1.  Form  1040  for  calendar  year  1968  -  filed  10-1-70,  Balance 
due  on  return,  $750, 

2„  Form  1040  for  fiscal  year  ended  1-31-70,  filed  8-10-70,  Bal¬ 
ance  due  $375,  50  (due  5-15-70),. 

3,  Form  940  for  I960,  filed  4- 1  2-64,  Balance  $90,  00., 

4,  Form  2290  for  taxable  period  6-30-68,  (due  8-31-67),  Filed 
2-1-69.  Balance  due  $360, 

E,  Scholarships  and  Fellowships 

1,  What  is  a  scholarship? 

2,  What  is  a  fellowship? 

3,  In  order  to  qualify  for  the  exclusion  from  gross  income,  what 
must  be  the  primary  purpose  of  the  scholarship  or  fellowship 
payments? 

4,  What  section  of  the  Internal  Revenue  Code  provides  for  this 
exclusion? 

5,  When  the  recipient  is  a  candidate  for  a  degree,  may  he  ex¬ 
clude  from  gross  income,  the  portion  of  the  payments  receiv¬ 
ed  for  teaching,  research  or  other  services? 

6,  What  is  the  total  amount  that  may  be  excluded  in  the  case  of  a 
degree  candidate? 

7,  Explain  the  limitation  on  amount  excludable  when  the  recip¬ 
ient  is  not  a  degree  candidate, 

8,  What  does  Code  section  117  say  about  the  "identity  of  the 
grantor"  when  the  recipient  is  not  a  candidate  for  a  degree? 

9,  (a)  May  amounts  received  for  expenses  incident  to  a  grant 

be  excluded  from  gross  income?  (Such  as  meals  and 
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lodging  while  traveling,  and  travel  expenses  of  the  taxpayer's 
family;  research  or  clerical  help  or  equipment.  ) 

(b)  Explain  the  tax  treatment  of  such  allowances. 

10.  In  each  of  the  following,  state  whether  or  not  it  may  be  excluded  as 

a  scholarship  or  fellowship  grant: 

(a)  exchange  students  engaged  in  study  or  research  in  the  United 
States 

(b)  "Scholarship"  prizes  won  in  a  contest  (with  no  requirement 
that  it  be  used  for  educational  purposes.  ) 

(c)  Public  Health  Service  awards  to  students  enrolled  in  advanced 
courses  of  training  for  professional  nurses 

(d)  the  value  of  tuition  and  work  payments  under  a  work- study  pro¬ 
gram; 

(e)  compensation  received  during  the  working  phase  of  a  work  pro¬ 
gram. 

(f)  a  "research  fellowship"  grant  awarded  by  the  American  Heart 
Ass'n,  ,  Inc, 

(g)  payments  to  National  Teacher  Corps  -  teacher- interns 

(h)  the  value  of  room  and  board  furnished  to  a  student  nurse 

(i)  studies  leading  to  certification  to  practice  a  profession 

(j)  stipends  paid  to  journalism  students  working  as  regular  staff 
employees  of  newspapers  under  grants  financed  by  the  news¬ 
papers  and  paid  through  a  university, 

(k)  interns  and  resident  physicians  in  a  hospital 

(l)  student  interns  to  state  legislatures  and  to  state  political  lead¬ 
ers 

(m)  pay  received  by  students  at  the  armed  services  academies 

(n)  amounts  received  by  a  social  service  agency's  training  program 

(o)  Fulbright  scholarships 

(p)  amounts  received  by  Fulbright  scholars  lecturing  and  teaching 
abroad 

(q)  National  Institute  of  Public  Affairs  grants  to  Government  em¬ 
ployees 

(r)  stipends  to  graduate  students  under  the  National  Defense  Educa¬ 
tion  Act  of  1958 

(s)  educational  benefit  payments  received  by  students  under  the  War 
Orphans'  Educational  Assistance  Act  of  1956 

F .  Retirement  Income  Credit 

1.  What  is  the  first  "test"  a  taxpayer  must  meet  in  order  to  qualify  for 

retirement  income  credit? 

(a)  Explain  the  test 

(b)  Explain  the  exception  in  cases  of  a  surviving  spouse, 

(c)  Where  is  the  answer  to  this  test  shown  on  Form  1040? 

2,  What  constitutes  "earned  income"? 

(a)  How  is  the  amt,  of  "earned  income"  determined  in  the  case  of 
rental  income? 

(b)  How  is  the  amt,  of  "earned  income"  determined  in  the  case  of 
business  income? 
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3.  Name  5  types  of  income  which  are  not  "earned  income". 

4.  What  constitutes  "retirement  income"? 

(a)  for  a  taxpayer  under  age  65; 

(b)  for  a  taxpayer  age  65  or  older 

(c)  how  is  the  amt.  of  "retirement  income"  determined  in  the 
case  of  rental  income? 

(d)  how  is  the  amt.  of  "retirement  income"  determined  in  the 
case  of  business  income? 

5.  Name  3  types  of  income  which  are  not  "retirement  income". 

6.  Explain  the  use  of  Columns  A,  B,  and  C  on  Schedule  R,  Form 
1040. 

7.  In  the  following  examples,  state  the  amount  to  be  entered  on  the 
appropriate  lines  of  Form  1040  and  Schedule  R. 

(a)  a  joint  return  on  which  Schedule  R,  line  7  (a)  was  $650;  line 
7  (b)  $636.00;  line  9  was  $.350. 

What  amts,  would  be  entered  on  Schedule  R,  lines  8,  10,  11  and 
12  and  on  Form  1040,  lines  52,  55,  19,  20,  21,  22,  23  and  25? 

(b)  a  single  taxpayer's  return  on  which  Schedule  R,  line  7  (a)  was 
$820  and  line  9  was  $105.  What  amts,  would  be  entered  as  in 
(a)  ? 

8.  Which,  if  any,  of  the  following  statements  is  correct: 

(a)  retirement  income  credit  is  15%  of  $1,  524  or  15%  of  retirement 
income,  whichever  is  greater; 

(b)  retirement  income  credit  is  $1,  524  less  tax-free  pensions  and 
a  proportionate  part  of  current  year  earned  income; 

(c)  retirement  income  credit  is  the  lesser  of: 

(1)  15%  of  $1,524  less  tax-free  pensions  and  a  proportion¬ 
ate  part  of  current  year  earned  income; 

(2)  15%  of  actual  retirement  income,  or 

(3)  the  tax  on  line  19,  page  1,  Form  1040* 

G.  Sales  and  Exchanges  of  Property 

1.  When  does  a  taxpayer  "realize"  a  gain  on  the  sale  or  exchange  of 
property?  Explain  the  "cost  recovery"  concept. 

2.  When  does  a  taxpayer  "realize"  a  loss  on  the  sale  or  exchange  of 
property? 

3.  As  a  general  rule,  when  would  such  gain  be  included  in  gross 
income? 

4.  What  is  meant  by  "nonrecognition  of  gain"?  What  other  terms  are 
used  interchangeably  with  "nonrecognition"  ? 

5.  Name  3  instances  in  which  gain  is  not  recognized  in  the  year  of 
sale  and  state  whether  or  not  "nonrecognition"  is  elective  in  each 
case. 

6.  What  is  meant  by  unadjusted  basis? 

7.  Name  3  types  of  bases  and  give  an  example  of  each. 

8.  What  is  meant  by  "adjusted  basis"? 

9.  How  does  the  tax  treatment  of  a  capital  expense  differ  from  that  of 
expenses  for  repairs  and  maintenance? 

IQ.  If  you  sell  or  exchange  property  that  has  been  used  for  both  business 
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and  personal  use,  how  is  gain  or  loss  computed? 

11.  What  is  meant  by  a  "wash  sale1 11  and  how  are  gains  and  losses  from 
such  transactions  treated  for  tax  purposes? 

12.  What  is  a  capital  asset? 

13.  What  is  meant  by  a  long-term  capital  gain  or  loss? 

14.  What  is  meant  by  a  short-term  capital  gain  or  loss? 

15.  Explain  the  method  of  merging  gains  and  losses  to  determine  net 
gain  or  loss. 

16.  Preparation  of  Schedule  D. 

H.  Sale  of  Personal  Residence 

1.  What  does  "personal  residence"  mean  for  purposes  of  non-recog¬ 
nition  of  gain? 

2.  What  is  meant  by  the  term  "replacement  period"? 

3.  What  is  meant  by  the  term  "replacement  property"? 

4.  When  does  the  replacement  period  begin  and  end? 

(a)  If  taxpayer  purchases  a  new  home? 

(b)  If  a  new  residence  is  constructed  by  or  for  the  taxpayer? 

(c)  If  the  taxpayer  is  a  member  of  the  Armed  Forces? 

5.  May  the  taxpayer  be  granted  an  extension  of  the  replacement  per¬ 
iod? 

6.  Why  is  it  important  that  Form  2119  (or  similar  statement)  be 
attached  to  the  return  for  the  year  of  sale? 

7.  What  items  other  than  money  might  be  included  in  the  selling  price 
of  a  residence? 

8.  What  Items  are  taken  into  account  in  computing  adjusted  basis  in 
the  old  residence? 

9.  Explain  how  to  determine  whether  an  item  is  a  capital  expenditure 
or  a  fixing -up  expense? 

10.  What  determines  whether  the  gain  or  what  part  of  it,  is  taxable  in 
the  year  of  sale?  On  Form  2119,  on  which  lines  are  these  amts, 
entered? 

11.  Fill  In  the  blanks  in  this  statement;  "In  order  for  expenses  to 

qualify  as  fixing-up  expenses,  they  must  be  incurred  for  work  per¬ 
formed  within  days  before  the  contract  to  sell  was  signed, 

and  must  have  been  paid  for  not  later  than  days  after  the 

sale.  " 

12.  What  items  constitute  expenses  of  sale? 

13.  What  is  meant  by  the  "amount  realized"? 

14.  Do  fixing- up  expenses  reduce  the  amount  of  gain  on  a  sale? 

15.  What  is  meant  by  "adjusted  sales  price"? 

16.  What  is  the  effect  of  deferment  of  the  gain  and  how  is  this  reflect¬ 
ed  on  Form  2119? 

17.  Is  a  loss  on  the  sale  of  a  personal  residence  deductible? 

18.  Under  what  conditions  may  a  taxpayer  elect  to  exclude  all  or  part 
of  the  gain  from  sale  of  his  residence  from  gross  income? 

19.  When  a  joint  return  is  filed,  must  both  husband  and  wife  meet  the 
age  requirement  to  exclude  gain  from  the  sale  of  their  residence? 

20.  If  a  taxpayer  aged  65  or  over,  sells  his  residence  and  the  adjusted 
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sales  price  is  over  $20,  000,  how  does  he  determine  the  portion  of 
the  gain  excludable? 

21.  May  the  election  to  exclude  gain  by  a  taxpayer  65  or  older,  be  re¬ 
voked?  If  so,  explain  conditions, 

22c  Prepare  Form  2119  to  reflect  the  following: 

(a)  Taxpayer,  aged  66,  sold  his  personal  residence  which  he  had 
had  owned  and  occupied  15  years,  for  $42,  500,  00,  He  paid 
agent's  commission  of  $2,550.00;  $50  advertising  costs  and 
$400  attorney's  fees.  One  month  before  the  sale  he  spent 
$500  cash  to  have  some  painting  done  to  attract  a  buyer.  The 
residence  which  he  sold  on  4-1-70,  had  been  purchased  for 
$17,  500.  Five  years  later  he  added  a  bathroom,  and  porch  to 
the  house  at  a  cost  of  $2,  500,  October  15,  1970,  he  purchased 
a  new  residence  at  a  cost  of  $50,  000  and  moved  in  immediately. 

(b)  Taxpayer,  aged  55,  sold  his  personal  residence  on  3-1-70.  He 
had  purchased  it  1  0  years  previously  and  occupied  it  ever  since. 
It  had  cost  $15,  000.  At  the  time  he  purchased  it,  he  paid  the 
agent's  commission  of  $900  as  a  condition  of  the  sale.  On 
6-1-6  9,  he  had  purchased  a  new  residence  for  $21,500.  00  and 
moved  in,  leaving  his  home  vacant  and  it  was  somewhat  run¬ 
down  when  a  prospective  buyer  came  along.  He  insisted  on 
complete  redecoration  inside  and  this  was  done  in  Feb.  1970 

at  a  cost  of  $1,  300,  which  taxpayer  paid  3-15-70.  The  old 
residence  was  sold  for  $20,  000  and  taxpayer  paid  agent's  com¬ 
mission  of  $1, 200. 

(c)  Taxpayer  sold  a  house  in  1970  for  $27,  000.  He  had  bought  the 
house  in  1959  for  $30,  000  and  used  2/3  as  residence,  renting 
out  the  other  1/3.  Depreciation  of  $3,  000  had  been  allowed. 
Expenses  of  sale  were  $600. 

(Show  tax  consequences  of  rented  portion  and  of  personal  por¬ 
tion.  ) 

I.  Federal  Highway  Use  Tax 

1.  'What  is  the  purpose  of  the  Federal  Use  Tax? 

2.  Who  is  liable  for  this  tax?  Name  one  exception. 

3.  What  are  the  4  tests  for  determining  whether  a  truck  or  truck-trac¬ 
tor  is  subject  to  this  tax? 

4.  What  is  meant  by  "highway  motor  vehicle"? 

5.  What  is  meant  by  "taxable  use"? 

6.  What  is  meant  by  "actual  unloaded  weight"? 

7.  (a)  What  is  meant  by  "gross  taxable  weight"  in  the  case  of  a  truck 

or  truck-tractor? 

(b)  How  is  "gross  taxable  weight"  of  a  bus  determined? 

8.  (a)  What  is  meant  by  "fully  equipped  for  service"  in  the  case  of  a 

truck? 

(b)  In  the  case  of  a  bus? 

9.  Is  the  purchaser  of  a  second-hand  vehicle  liable  for  the  tax? 

Explain  his  responsibilities. 

10.  (a)  How  is  the  tax  on  a  truck  or  truck- tractor  determined? 
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(b)  How  is  the  tax  on  a  bus  determined? 

11.  (a)  Explain  the  due  date  or  dates  for  Form  22  90 

(b)  What  taxable  period  is  covered  by  the  annual  return? 

12.  If  a  taxpayer  files  a  timely  Form  2290  and  pays  the  tax  due,  then 
sells  the  vehicle  before  the  expiration  of  the  taxable  period,  is  he 
entitled  to  a  refund?  Is  he  entitled  to  a  refund  if  the  vehicle  is 
wrecked  or  stolen? 

13.  Explain  the  conditions  under  which  the  tax  may  be  paid  in  install¬ 
ments,  What  are  the  due  dates  of  the  installments  and  how  much 

is  due  at  each  date? 

14.  What  publication  would  you  send  to  a  taxpayer  to  help  him  under¬ 
stand  this  tax  and  to  determine  the  category  of  his  vehicle? 

15.  Practice  preparing  Form  22  90,  using  the  following  examples  and 
others  which  trainee  himself  can  originate, 

(a)  Taxpayer  has  the  following  vehicles  in  use  in  July  196  9,  Pre¬ 
pare  Form  2290,  state  when  it  is  due,  how  much  must  be  paid 
with  return  if  installment  privilege  is  not  elected,  and  when 
the  balance  will  be  due. 

(1)  One  4- axled  truck  equipped  for  use  as  a  single  unit, 
with  actual  unloaded  weight  of  20,  000#. 

(2)  One  4-axled  truck  equipped  for  use  as  a  single  unit, 
with  a,  u»  w.  of  25,  000#. 

(3)  Two  2- axled  truck-tractors  with  a.  u,  w.  of  13,  000#. 

(4)  One  6-axled  truck- tractor  with  a.u.w.  of  30,000#. 

(b)  The  same  taxpayer  purchased  and  put  in  use  another  vehicle 
in  Sept.  1969.  It  was  a  3-axled.  truck  equipped  for  use  as  a 
single  unit,  with  actual  unloaded  weight  of  18,  000#, 

J.  Employment  Tax 

1.  Explain  the  common  law  tests  for  determining  whether  or  not  the 
employer- employee  relationship  exists  when  one  person  performs 
services  for  another. 

2.  When  you  are  contacted  by  a  new  employer,  what  forms  and/or 
publications  do  you  send  him? 

3.  How  does  the  employer  know  how  much  income  and  FICA  tax  to 
withhold  from  the  employee’s  wages? 

4.  Using  the  percentage  method  of  withholding,  compute  the  income 
tax  to  be  withheld  for  the  following: 

(a)  a  single  person,  pd.  wkly ;  $137.50  wages;  2  exemptions 
(Table  =  $18. 50) 

(b)  a  single  person,  pd.  biweekly;  $195  wages;  1  exemption 
(Table  =  $25.  50) 

(c)  a  married  person,  pd.  semi-monthly;  $450  wages;  3  exemp¬ 
tions  (Table  =  $55.  50) 

(d)  a  married  person,  pd.  monthly;  $800  wages;  2  exemptions 
(Table  =  $127.  20) 

5.  If  an  employer  pays  bonuses,  awards  or  other  supplemental  wages 
to  an  employee  in  the  same  payment  with  his  regular  wages,  how 
does  he  determine  the  amt.  of  income  tax  to  be  withheld  on  the 
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suppL  etc.  ,  payments? 

6.  If  the  suppl.  wages,  etc.  ,  are  paid  separately,  how  is  the  amt.  of 
income  tax  to  be  withheld  determined? 

7.  What  is  the  maximum  amt.  of  wages  subject  to  employer  FICA  tax? 
What  is  the  maximum  amt.  of  wages  and/or  tips  subject  to  employee 
FICA  tax? 

8.  Does  the  employer  discontinue  income  tax  withholding  on  tips  when 
the  maximum  subject  to  FICA  is  reached? 

9.  If  an  employee  works  for  two  employers  in  the  calendar  year,  must 
both  withhold  FICA  tax  on  the  maximum  wages  set  by  law? 

10.  (a)  When  the  employee  works  for  only  one  employer  and  he  (the  em¬ 

ployer )  withholds  FICA  tax  beyond  the  maximum,  how  does  the 
employee  recover  the  excess  amt.  withheld? 

(b)  When  the  employee  works  for  two  or  more  employers  in  the 
yr.  and  for  that  reason  more  than  the  maximum  was  subjected 
to  the  FICA  tax,  how  does  he  recover  the  excess  withholding? 

(c)  Why  is  the  procedure  different  in  the  two  cases? 

11.  How  would  an  employer  make  the  necessary  correction  if  he  dis¬ 
covered  in  the  3rd  qtr.  that  he  had  reached  the  maximum  on  an 
employee  during  the  2nd  qtr.  and  had  continued  to  withhold  FICA 
tax? 

12.  How  would  an  employer  make  the  necessary  correction  if  he  dis¬ 
covered  in  the  3rd  qtr.  that  he  had  reached  the  maximum  on  an 
employee  during  the  2nd  qtr.  ,  and  had  continued  to  withhold  FICA 
tax? 

13.  For  the  calendar  year  1970,  what  employers  are  liable  for  filing 
Form  940,  Federal  Unemployment  Tax  Act?  What  will  be  required 
for  1971? 

14.  (a)  What  is  the  maximum  amt.  of  wages  subject  to  FUT? 

(b)  What  is  the  rate  oi  tax  on  Form  940? 

(c)  What  is  the  maximum  credit  allowable  for  contributions  to 
state  funds? 

(d)  Does  FUT  apply  to  hoxisehold  employees? 

(e)  Does  FUT  apply  to  agricultural  employees? 

15.  Does  the  employer  withhold  the  FUT  tax  or  a  portion  of  it  from  the 
employee? 

16.  What  is  the  due  date  for  Form  940? 

17.  (a)  What  is  the  test  for  determining  whether  or  not  the  FICA  tax 

applies  to  household  services  (other  than  on  a  farm  operated 
for  profit)? 

(b)  For  this  purpose,  what  is  considered  cash  wages;  what  items 
are  not  considered  as  cash  wages? 

18.  (a)  What  "family  employees"  are  exempt  from  FICA  tax  on  house¬ 

hold  services? 

(b)  Explain  the  conditions,  under  which  FICA  taxes  do  apply  to 
domestic  services  by  a  mother  or  father  in  the  private  home 
of  their  son  or  daughter. 

19.  Name,  and  explain  the  two  tests  for  determining  whether  the  FICA 
tax  applies  to  wages  paid  an  agricultural  employee. 
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20.  Name  some  of  the  activities  that  constitute  "agricultural  labor". 

21.  What  publication  can  you  furnish  free  to  an  agricultural  employer 
which  will  answer  most  of  his  questions? 

22.  What  is  the  due  date  of  Form  943? 

23.  Is  the  agricultural  employer  required  to  furnish  Form  W- 2  to  his 
employees  ? 

24.  When  must  information  return  Form  10  99  be  filed? 

25.  What  is  the  due  date  for  furnishing  W-2's  to  employees? 


K.  Employment  Tax 

1.  Give  the  title.,  filing  requirement  and  due  dates  for  each  of  the 
following  returns: 

(a)  Form  720  (d)  Form  942 

(b)  Form  940  (e)  Form  943 

(c)  Form  941  (f)  Form  2290 

2.  Explain  the  deposit  requirements  for  Form  941,  for  Feb.  1971  and 
thereafter. 

3.  Explain  the  deposit  requirements  for  Form  940,  for  the  cal.  yr. 
1971. 

4.  Explain  the  deposit  requirements  for  Form  720,  for  Feb,  1971,  and 
thereafter, 

5.  Explain  the  deposit  requirements  for 

(a)  Form  942 

(b)  Form  943 

6.  Explain  the  meaning  and  method  of  correction  of  "excess  FICA" 

(a)  in  the  case  of  one  employer 

(b)  in  the  case  of  two  or  more  employers 

(c)  why  is  the  procedure  different  in  the  two  cases? 

7.  (a)  to  what  extent  are  tips  taxable  on  Form  1040? 

(b)  to  what  extent  are  tips  taxable  on  Form  941? 

(c)  explain  and  work  an  example  on  Form  413  7. 

8.  The  Ace  Moving  Co,  began  business  March  1,  1971,  Because  it 

hires  employees  only  when  there  is  work  to  be  done,  the  payroll 

varies  a  great  deal.  Pay  days  are  the  5th  and  20th  of  the  month. 


Mar.  5 
May  5  - 


Based  on  the  total  liability  as  given  for  each  of  the  following  pay 
periods,  when  and  in  what  amounts  would  deposists  be  required? 
When  would  returns  be  due  and  how  much  remittance  with  the 
returns  ? 

-  $175;  Mar.  20  -  $185;  Apr.  5  -  $2,200;  Apr,  20  - 
$1,000;  May  20  ~  $1,000;  June  5  -  $2,100;  June  20 


$250; 

-  $195 


WEEKLY  TESTS 
Test  1 


Identify  the  following  forms: 


1 .  Form  941 

2.  Form  511 

3.  Form  942 

4.  F orm  501 

5.  Form  940 


(Employers  quarterly  tax  return) 

(FTD  for  agriculture  employers) 

(Household  employers  quarterly  tax  return) 

(FTD  for  withheld  income  and  FICA  taxes) 

(Employers  annual  Federal  Unemployment  tax  return) 
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6,  Form  508  (FTD  for  unemployment  taxes) 

7,  Form  W-2  (Wage  and  tax  statement) 

8,  Form  941  is  due__ _ ?  (Quarterly) 

9,  Form  940  is  due  _ ?  (Annually) 

10,  R's  salary  for  working  6  days  a  week,  Monday  through  Saturday, 
is  $150  a  week  On  Sunday,  September  13,  R  was  injured  in  an 
accident  and  was  absent.  8  days,  returning  to  work  on  Wednesday, 
September  23,  R  received  his  full  salary  while  absent,  R's  sick 
pay  exclusion  for  the  period  of  absence  is  how  much?  (No  exclu¬ 
sion) 

Test  2 

1,  Identify  Form  943,  (Employers  return  for  agricultural 

workers ) 

2,  Identify  Form  720  (Quarterly  Federal  Excise  Tax  Return) 

3,  What  is  the  form  number  for  the  Federal  Excise  Tax  Deposit? 
(Form  504) 

4,  Explain  the  procedure  for  the  semi-monthly  deposit  for  sugar  and 
foreign  insurors,  (The  deposit  is  to  be  made  by  the  1st  day  of  the 
next  month  for  the  first  semi-monthly  period  and  by  the  15th  day 
of  the  next  month  for  the  second  semi-monthly  period,  ) 

5,  Name  the  conditions  for  a  vehicle  to  qualify  for  the  Highway  Use 
Tax,  (Must  be  a  highway  type  vehicle,  must  be  registered  or 
required  to  be  registered,  must  actually  be  used  on  a  public  high¬ 
way  and  must  meet  one  of  the  categories  as  to  type  and  weight,  ) 

6,  Identify  Form  730,  (Form  for  reporting  the  tax  on  wagering) 

7 ,  Do  Forms  511  and  943  have  anything  in  common? 

(Both  relate  to  Employers  Tax  for  Agricultural  workers), 

8,  Identify  Form  2290  (Form  for  payment  of  the  Highway  Use  Tax) 

9,  Identify  FTD  for  Form  941,  (Form  501,  ) 


1 . 

2, 

3, 

4, 

5, 

6, 

7, 

8, 
9, 

10, 


Test  3 

A  person  65  or  over  must  file  an  income  tax  return  if  his  gross 
income  is  or  more,  ($2,300,00) 

A  calendar  year  taxpayer's  return  is  due  (April  15) 

A  fiscal  year  taxpayer's  return  is  due  _ ,  (15th  day  of  4th 

month  following  end  of  tax  year) 

A  blind  person  under  65  must  file  a  return  if  his  gross  income  is 

($1,700,00) 

(Wage  and  tax 
statement) 
(Highway  Use  Tax) 
(August  3 1 ) 
(Quarterly) 

(Refund  due  deceased  tax¬ 
payer) 

A  self-employed  person  must  file  a  return  if  his  net  earnings 
amount  to  »  ($400  or  more,  ) 


or  more , 

For  what  purpose  is  a  Form  W-2  used? 

For  what  purpose  is  Form  2290  used? 
What  is  the  due  date  for  Form  2290? 

Form  941  is  due _ ____________ 

For  what  purpose  is  a  Form  1310  used? 
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li 


2, 

3, 

4, 

5, 


6, 


7 

1  <? 


8, 


9u 


10, 


lo 

2, 

3, 

4. 


Test  4 

An  individual,  a  British  subject,  arrived  in  the  United  States  on 
June  1  of  the  taxable  year,  from  England,  to  take  up  permanent 
residence  here.  His  only  income  is  from  salary,  $3,  000  (in 
U»  S,  currency  terms)  earned  in  England  before  June  1,  and 
$5,  000  earned  in  the  United  States  after  June  1,  This  was  his 
first  trip  to  the  United  States,  What  is  the  amount  of  his  gross 
income  for  Federal  tax  purposes?  ($5,  000,  00) 

A  widower,-  aged  66,  maintained  a  home  throughout  the  year  for 
himself  and  his  mother,  aged  91,  who  had  no  independent  means 
of  support.  State  the  total  amount  of  his  exemptions,  ($1 ,  875 ,  00) 

B,  a  self-employed  individual  who  is  not  covered  by  the  Social 
Security  Act,  had  net  earnings  in  the  year  1970  in  the  amount  of 
$4,757,75,  Compute  B's  self-employment  tax,  ($328,  28) 

Mrs,  J,  Co  Beck  died  on  Sept,  6,  1970,  and  Mr,  Beck  did  not 
remarry  during  1970,  What  is  the  maritalstatus  of  Mr,  Beck 
for  the  taxable  year?  (Married  for  the  year,  ) 

George  Slyde,  who  is  over  6  9  years  of  age,  operates  a  small 
watch 'repair  shop.  He  has  a  gross  income  of  $1,  500  and  business 
expenses  of  $400,  Will  he  have  to  pay  any  tax?  (Yes,  Self-employ¬ 
ment  tax,  ) 

During  the  taxable  year  the  taxpayer  maintains  in  his  home  one 
John  Brown,  the  25-year-old  son  of  one  of  his  intimate  friends  who 
died  prior  to  the  taxable  year,  John  Brown  is  not  related  in  any 
way  to  the  taxpayer.  He  has  no  income  and  is  unable  to  work  be¬ 
cause  of  an  injury.  Is  the  taxpayer  entitled  to  an  exemption  for 
John  Brown?  (Yes) 

John  and  Mary  file  a  joint  income  tax  return  for  1  970,  They  are 
under  6  5,  have  two  dependent  children,  and  have  a  total  adjusted 
gross  income  of  $3,  00  0,  Compute  their  maximum  deduction  for 
i 97°,  ($1, 100) 

How  is  taxable  income  computed?  *  (Gross  income  less  deductions 

and  exemptions,  ) 

The  taxpayer  was  born  on  January  1,  1905,  His  wife,  with  whom 
he  files  a  joint  return,  is  60  years  old  and  is  completely  blind. 

How  many  exemptions  may  they  deduct  on  their  joint  1970  return? 

(4) 

Mr,  Beckwith's  mother,  who  is  not  a  United  States  citizen  and  has 
never  been  to  the  U,  S,  ,  lives  in  Bonn,  Germany,  Mr,  Beckwith 
was  the  sole  support  of  his  mother  for  the  taxable  year.  Is  Beck¬ 
with  entitled  to  a  dependency  exemption  deduction  for  his  mother? 

(No) 


Test  5 

Do  I  have  to  pay  income  tax  on  my  Social  Security  checks?  (No) 

I  received  $10,  000  from  my  father's  life  insurance  policy.  Do  I 
have  to  pay  income  tax  on  this?  (No) 

Are  Pulitzer  and  Nobel  prizes  subject  to  income  fax?  (No) 

Is  interest  on  savings  deposits  subject  to  income  tax?  (Yes ) 
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5,  Five  sisters  provide  total  support  of  their  widowed  mother  who 
has  no  income.  Each  sister  contributes  20%  of  the  support.  Is 
it  possible  for  any  one  of  them  to  claim  an  exemption  for  the 
mother  on  her  income  tax  return?  (Yes,  with  multiple  support 

agreement,  ) 

6,  In  lieu  of  wages,  an  individual,  received  a  lot  worth  $1,  000  for 

services  rendered.  Is  this  subject  to  income  tax?  (Yes) 

7,  Can  a  husband  claim  his  wife  as  a  dependent  if  she  has  no  gross 

income?  (No) 

8,  TP's  child  was  born  December  29  of  the  taxable  year,  but  lived 

only  one  hour,,  May  taxpayer  claim  the  child  as  an  exemption  for 
the  taxable  year?  (Yes ) 

9,  H  furnished  over  half  of  the  total  support  of  W's  uncle  who  does 

not  live  with  them.  Can  H  claim  the  uncle  as  a  dependent  on  his 
separate  return?  (No) 

10,  H  and  W  are  both  65  yrs,  of  age,  W  is  blind,  H  also  provided  all 
the  support  of  his  brother,  aged  66,  who  has  no  income.  May  H 
and  W  claim  seven  exemptions  on  their  joint  return?  (No,  only  6,  ) 

Test  6 

1,  An  individual  has  the  following  income  in  1970: 

Net  income  from  grocery  store  $4,  000 

Interest  on  corporate  bonds  3, 000 

Compute  his  self-employment  income,  ($276,  00) 

2,  A,  had  dividends  from  a  domestic  corporation  amounting  to  $250, 
How  much  of  this  must  he  include  in  his  gross  income?  ($150,  00) 

3,  A's  widow  received  a  lump  sum  payment  from  an  insurance  policy 

on  her  husband  in  the  amount  of  $10,  000,  How  much  of  this  amount 
must  she  include  in  her  income  for  the  current  year?  (None) 

4,  A  received  $1, 250  in  a  lump  sum  payment  on  surrender  of  a  policy 

which  had  cost  him  $1,  500,  How  much  must  he  include  in  his  in¬ 
come  for  the  year?  (N one) 

5,  A  minor  received  total  wages  of  $1,  500  during  the  taxable  year 

which  he  gave  to  his  parents.  Is  he  required  to  file  an  income  tax 
return?  (No) 

6,  A  husband  has  dividend  income  of  $280  from  IBM  stock  and  his  wife 

$70  from  American  Electronics  stock.  They  are  filing  a  joint  re¬ 
turn,  What  is  their  taxable  dividend  income?  ($180,  00  ) 

7,  Husband  and  wife  are  filing  a  joint  return.  Both  are  under  age  65 

and  have  good  eyesight.  How  many  personal  exemptions  may  they 
claim  on  their  joint  return?  (2) 

8,  A  taxpayer  submits  a  set  of  questions  to  a  radio  quiz  program,  and 

wins  $100  and  an  encyclopedia  worth  $3  00,  Is  this  taxable  income? 
If  so,  how  much?  (Yes,  $400) 

9,  I  had  self-employment  income  last  year  of  $4,  000,  I  also  had  a  job 

that  paid  wages  of  $5,  000  from  which  withholding  was  made.  How 
much  self-employment  tax  do  I  owe?  ($193,-  20) 
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1. 


2, 

3. 


4, 

5, 

6, 


7, 

8, 

9. 

10, 


Test  7 

Assume  that  H  received  $2,  2  00  from  an  insurance  policy  for  his  doc¬ 
tor  and  hospital  expenses,,  H  &  W  were  married  and  lived  together 
for  the  entire  year,  W,  who  had  no  gross  income,  was  entirely  de¬ 
pendent  upon  H,  They  had  two  children  under  18  years  of  age,  who 
were  dependent  upon  them  for  their  support,  H  had  adjusted  gross 
of  $10,  000  for  the  year  and  paid  the  following  medical  expenses: 

Doctors  &  hospital  for  H  $1,000  Doctors  &  hospital  for  W  $500 


Doctors  &  hospital  for 
children 

Medicine  &  drugs  for  W 
Nurses  for  W 


200 


500  Medicine  &  drugs  for  H 
Medicine  &  drugs  for 
200  children 

500 

Compute  their  medical  deductions  on  a  joint  return, 

A  had  $250  dividends  from  a  domestic  corporation.  How  much  of  this 
amount  must  he  include  m  his  gross  income?  ($150) 


100 


($400) 


In  1969  Dr,  Palmsy  performed  an  operation  for  a  patient  and  sent  him 
a  bill  for  $3  00,  The  bill,  was  not  paid.  The  doctor,  using  the  cash 
method  of  accounting,  did  not  include  the  amount  of  the  bill  in  his  in¬ 
come  for  1969,  In  1  970  the  patient  is  adjudicated  a  bankrupt.  Can  the 
taxpayer  deduct  $300  as  a  bad  debt  on  his  1  970  return?  (No) 

A  taxpayer  with  an  adjusted  gross  income  of  $6,  000  paid  a  doctor  $400, 
a  hospital  $100,  and  also  spent  $100  on  drugs.  Compute  his  medical 
expense  deduction,  ($360) 


Jerry  Stanly,  who  is  single,  buys  a  $15,  000  meat  case  for  his  butcher 
shop.  Since  the  case  has  a  15~year  useful  life,  he  decides  to  claim  the 
additional  first- year  depreciation.  Compute  this  additional  deprecia¬ 
tion,  ($2000) 


Mr,  Steiner  had  purchased  an  interest  in  an  oil  lease  a  number  of  years 
ago  for  $30,  000,  and  in  past  years  had  deducted  $33,  000  depletion  on 
the  royalties  he  received  on  this  lease  as  percentage- of-income  deple¬ 
tion,  In  the  taxable  year,  he  receives  $12,000  in  royalties  under  this 
lease*  Is  he  entitled  to  a  depletion  deduction?  (Yes ) 

Ed  Fitz,  a  bachelor,  earns  a  salary  of  $4,  000,  which  is  subject  to 
withholding,  and  receives  $360  a  year  from  property.  Must  he  file  an 
estimate?  (Yes ) 

John  Newton  earns  a  salary  of  $7,  000  and  receives  $150  in  dividends 
which  qualify  for  the  $100  exclusion.  His  wife  has  no  income.  Should 
he  file  a  declaration  of  estimated  tax  for  the  year?  (No) 

Mr,  Spade  receives  as  rent  from  apartments  of  $2,  000  for  the  year. 

Is  Mr,  Spade's  rental  income  subject  to  self-employment  tax?  (No) 
Henry  Wilson,  who  is  66  years  old,  spent  $150  on  medicine  and  $400 
for  other  medical  expenses  in  1970,  In  addition,  he  spent  $150  on 
medicine  and  drugs  for  his  dependent  mother  who  is  86  years  old. 

Is  Wilson  entitled  to  deduct  all  of  the  amounts  he  spent  on  medicine 
and  drugs?  (No) 
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Test  8 

A  had  medical  insurance  premiums  of  $328.  00,  doctor  bills  of  $450, 
dental  expenses  of  $275.00,  medicines  and  drugs  of  $75,00,  nurse 
expense  of  $125.  00,  He  has  an  adjusted  gross  income  of  $8,  000, 
Compute  his  medical  expense  deduction,  ($938) 

2.  T  normally  works  5  days  a  week,  Monday  through  Friday,  and  re¬ 
ceived  $100  a  week.  T  became  ill  on  Wednesday,  January  8,  and 
because  of  his  illness  did  not  return  to  work  until  Wednesday, 

January  29.  He  was  not  hospitalized  and  his  employer  paid  T  $50 
per  week  while  he  was  absent.  How  much  is  T's  sick  pay  exclusion? 

($100) 

3,  A  has  adjusted  gross  income  of  $9,000,  He  paid  hospital  bills  of 

$450,  doctor  bills  of  $250,  drugs  and  medicines  $175,  medical  in¬ 
surance  premiums  of  $325  and  had  $300  of  his  medical  expenses  re¬ 
funded  to  him  by  his  insurance  company.  Compute  his  medical  ex¬ 
pense  deduction,  ($540) 

4„  R's  salary  for  working  6  days  a  week,  Monday  through  Saturday,  is 
$150  a  week.  On  Sunday,  September  13,  R  was  injured  in  an  auto¬ 
mobile  accident  and  was  absent  8  days,  returning  to  work  on  Wednes¬ 
day,  September  23,  R  received  his  full  salary  while  absent.  Compute 
R's  sick  pay  exclusion,  ($0) 

Test  9 

1.  The  taxpayer  has  adjusted  gross  income  of  $9,  000,  medicine  and 
drugs  of  $125,  insurance  premiums  of  $325,  doctor  bills  of  $350 
and  dental  expense  of  $175.  Compute  his  medical  deduction.  ($615) 

2.  With  an  adjusted  gross  income  of  $12,  500,  hospital  expense  of  $350, 
doctor  bills  of  $400,  medicine  and  drugs  of  $13  5  and  insurance  pre¬ 
miums  of  $3  5  0,  compute  the  taxpayer's  medical  deduction,  ($73  5) 

3.  A  had  an  adjusted  gross  income  of  $14,  000,  medicines  and  drugs  of 

$125,  insurance  premiums  of  $300,  doctor  bills  of  $100,  hospital 
expenses  of  $150  and  nurse  expense  of  $50,  Compute  his  medical 
deduction.  ($150) 

4.  Taxpayer  has  regular  pay  of  $150  per  week  for  a  5  day  week.  When 

he  is  off  sick,  he  receives  $100  per  week.  He  was  absent  42  calen¬ 
dar  days  because  of  illness,  during  which  time  he  was  hospitalized 
6  days.  Compute  his  sick  pay.  ($490) 

5.  A's  regular  pay  for  a  5  day  week  is  $150,  His  regular  pay  continues 

when  he  is  off  sick.  During  a  period  of  sickness,  in  which  he  was 
hospitalized  for  6  days,  he  was  absent  for  49  calendar  days.  Compute 
his  sick  pay  exclusion,  ($260) 

6.  TP's  regular  pay  for  a  5  day  week  is  $150.  When  he  is  absent  because 

of  sickness,  he  draws  $50  per  week.  If  he  is  off  sick  for  49  calendar 
days,  in  which  he  was  hospitalized  for  6  days,  how  much  is  his  sick 
pay  exclusion?  ($350) 

7.  TP's  regular  pay  for  a  5  day  week  is  $150,  When  he  is  absent  be¬ 

cause  of  sickness,  he  draws  $50  per  week.  If  he  is  off  sick  for  49 
calendar  days,  during  which  time  he  was  not  hospitalized,  how  much 
is  his  sick  pay  exclusion?  ($300) 
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Test  10 

1,  A  taxpayer  on  a  5-day  work  week  is  absent  for  3  days  for  an  injury 

which  required  a  one -day  hospitalization.  His  regular  pay  is  $600, 
a  months  paid  $300  semi-monthly.  For  the  three  days  he  is  absent, 
he  is  paid  $60  as  wage  continuation  payments.  How  much  is  his  sick 
pay  exclusion?  ($45) 

2,  If  the  taxpayer  in  the  above  problem  had  received  his  regular  pay 

while  he  was  off  because  of  the  same  injury,  how  much  would  he 
have  been  able  to  exclude?  ($0) 

3,  John  Doe's  adjusted  gross  income  for  the  year  is  $15,  000,  During 

the  year,  he  made  the  following  contributions:  Church  $2,  950; 
Community  Chest  $1,000;  Boy  Scouts  $3  50;  Girl  Scouts  $350;  local 
political  party  $100;  Civic  League  $200,  How  much  can  John  Doe 
deduct  for  contributions  on  his  1  970  return?  ($4,650) 

4,  During  the  year  Mr.  Green  paid  the  following  taxes:  taxes  on  vacant 

lot  $125;  taxes  on  personal  residence  $180;  taxes  on  mother's  home 
$100;  state  income  tax  $90;  and  Federal  income  tax  $320,  How  much 
may  he  deduct  for  taxes  paid  on  his  1970  return?  ($395) 

5,  In  order  to  be  gainfully  employed,  Mrs,  Green  pays  a  neighbor  $800 

during  the  year  to  care  for  her  two  children,  ages  10  and  11,  Mrs, 
Green's  adjusted  gross  income  for  the  year  is  $2,400  and  Mr,  Green's 
adjusted  gross  income  is  $4000,  What  is  Mrs,  Green's  allowable  de¬ 
duction  for  child  care  on  her  separate  return?  ($0) 
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APPENDIX  C 


QUESTIONNAIRES  USED  IN  STUDY 


TRAINEE'S  QUESTIONNAIRE 
IRS  Program  Review  Questionnaire 


Name _ _ _  Home  Address 

Business  Address  _ _ 

1.  What  qualifications  do  you  think  persons  should  have  before  being  trained 
as  Taxpayer  Service  Representatives? 

2.  What  method  do  you  use  to  take  notes  upon  receiving  phone  calls  for  tax¬ 
payers? 

a,  slate  and  stylus _  _ _ _  d„  typewriter  _ 

b„  brailler _ _ _ _ _  e°  other  (specify) 

Co  longhand _ _ _ 

3o  Do  taxpayers  ask  for  assistance  in  computing  their  taxes?  _ _ 

4„  What  method  do  you  use  in  making  the  computations?^ _ ___ 

5o  What  level  of  mathematics  do  you  feel  is  needed  for  the  computations  you 
make? 

60  In  your  work  do  you  write  letters  to  taxpayers?  _ _ _ _ 

7«  What  method  do  you  use? 

a.  handwriting  _ _ _ _  c°  dictating  equipment  _ _ 

bo  typewriting _ _ _  <^Lo  °^er  (specify) _ _ 

80  In  your  work  do  you  complete  business  forms  on  the  typewriter? 

Please  name  the  most  frequently  used  forms_ _ _ _ _ 

9.  What  method  do  you  use  to  maintain  current  information  on  tax  changes? 

(rank  by  1,  2,  3,  4  in  order  of  importance) 

a.  tape  recordings  _  _ _ c„  reader  service__ _ 

b.  braille  notes  _  do  completely  brailled 

documents 


e a  other  (specify) _ _ _ 

10„  When  you  began  your  work  did  you  feel  confident  of  the  information  you 

would  need  in  your  work?  If  not,  describe  what  more  you  needed_ _ ___ 

llo  After  having  had  the  course  and  present  work  experience,  what  suggestions 
would  you  make  to  improve  the  contents  and  methodology  of  the  course? 

12o  Is  there  any  difference  in  your  work  setting  and  that  of  other  workers?  If 

so,  describe_ _ _ _ _ _ _ _ _  _____ _ _ ___ 

13o  What  was  your  job  title  and  GS  rating  when  you  began  working? 

What  is  your  job  title  and  GS  rating  now? _ _ _ 

14„  What  types  of  training  have  you  had  s inc e  starting  the  job? _ 

15„  What  was  your  acceptance  like  by  fellow  employees  when  you  began? 

What  is  your  acceptance  like  now?  _ 

l6o  Are  other  people  employed  for  the  same  type  job  doing  any  function  that 
you  are  unable  to  do,  for  visual  reasons?  Explain 
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COUNSELOR'S  QUESTIONNAIRE 


On  the  Job  Performance  of  IRS  Personnel  Trained 
In  AEB  Tax  Service  Representative  Training  Program 

Please  list  the  name,  title,  and  business  IN  RE: _ 

address  of  person  responding  to  this  survey- 

form: _ _  _ 

Please  respond  to  all  the  items  listed  below.  Your  cooperation  is  appre¬ 
ciated, 

1,  Has  the  trainee's  personal  adjustment  to  his  job  been  satisfactory? _ 

2,  Are  there  any  areas  of  training  on  which  more  stress  should  be  laid? _ 

3,  What  do  you  feel  the  trainee  received  from  the  training  program? _ 

4,  What  additional  items  do  you  feel  should  be  added  or  stressed  more 

fully  during  the  training  program? _ _ _ 

5,  Please  describe  the  trainee  in  relation  to  the  following  areas,  especial¬ 
ly  in  connection  with  any  changes  observed  before  and  after  training? 

a.  Communicative  Skills _ _ 

b„  Mathematics  and  Mathematical  Processes _ 

c.  Reasoning  Ability _ _ _ 

do  His  ability  to  "Meet  and  Greet  People1'  _ 

e.  His  relationship  to  Supervisors  and  Employers 

f.  Other  (specify) _ 


Date 


Signature 


SUPERVISOR'S  QUESTIONNAIRE 


On-the-Job  Performance  of 
IRS  Personnel  Trained 
In  AEB  Tax  Service  Representative 
Training  Program 

Please  respond  to  all  the  items  listed  below.  Your  cooperation  is  appre¬ 
ciated, 

I0  Agency  Data 

A,  Please  list  the  name,  title,  and  business  address  of  the  person 

responding  to  this  survey  form. _ _ 

Bo  Please  list  the  name  and  address  of  the  employee  trained  in  the  AEB 

Tax  Service  Representative  Training  Program. _ 

Co  Please  indicate  the  work  status  of  employee: 

1  o  Temporary  _ _Permanent _ 

2.  GS  Rating _ _ 


II.  Employee  Information 

A.  Please  check  your  evaluation  of  the  employee's  adequacy  in  the 

following  areas  on  the  five-point  scale  between  poor  and  excellent 
that  follows  each  question  and  describe  and  discuss  in  the  space 
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following  each  scale. 

What  is  the  employee’s  adequacy  in: 

1  „  Voice  and  Personality  in  phone  conversation 
Poor _  _ _  _ _  _  _ _ Excellent 

2.  Handling  multi-channel  phone 

Poor _  _  _ _ _  _ _ _ Excellent 

3.  Knowledge  of  source  materials 

Poor _  _ _ _ _  _ _ _  _ _ _ _  Excellent 

4.  Quickness  and  efficiency  in  locating  specific  references  in  source 
materials 

Poor _ _  _ _ _  _ _ _  _ _  Excellent 

5.  Adequacy  of  mathematical  knowledge 

Poor _  _ _ _  _ _ _ _  Excellent 

6.  Speed  and  accuracy  in  making  mathematical  calculations 

Poor _  _ _ _  _____________  ___________  _  Excellent 

7„  Speed  and  accuracy  in  filling  out  forms 
Poor  _  _ _  ________________  Excellent 

8.  Communication  with  co-workers  in  immediate  area 

Poor _ __  _ _ _ _ _ _ _  Excellent 

9.  Communication  with  co-workers  by  phone 

Poor _ _  _ _ _ _ _ _ _ _  _ _ __  Excellent 

10.  Mobility  in  office 

Poor _ _ _ _ _  _ _ _ _ _ _  Excellent 

11.  Mobility  in  getting  to  and  from  work 

Poor  Excellent 


Bo  Does  the  employee  require  any  special  assistance  from  other  personnel? 


C.  Has  there  been  any  response  either  positive  or  negative  from  the  Tax¬ 
payers  concerning  the  employee's  service  on  the  job? 


D„  Considering  the  amount  of  work  you  would  expect  from  a  full  eight?hour 

*  .  s 

work  day,  how  many  hours  of  work  per  day  are  being  performed  by  the 
employee? 

12  3  456789  10 


Eo  How  did  the  amount  of  time  necessary  for  on  the  job  orientation  foj  the 
employee  compare  with  the  time  necessary  for  a  sighted  person? 

much  less _ _slightly  less _ the  same_ _ slightly  more 

much  more _ 

(If  more,  please  describe  in  what  ways  the  additional  time  was  used.  ) 


Fo  If  the  employee  is  not  already  in  a  permanent  position,  are  prospects 
good  for  this  individual  to  move  into  a  permanent  position? _ 


-91- 


G.  What  percentage  of  effectivenes  s  of  work  do  you  consider  you  are  getting 
from  the  employee  in  comparison  to  a  sighted  employee  with  the  same 
experience  and  training? 

10%  20%  30%  40%  50%  60%  70% 

80% _ _ 90% _ __100% _ 

III.  Please  use  the  space  below  for  any  comments  you  deem  appropriate. 


Date 


Signature 


-92- 


HV1711  Knoch,  Elmo  A.,  Jr.  and  c.2 


K751  Allan  L.  Ward. 

FINAL  REPORT  OF  A  D 
TION  PROJECT  ENTITL 

iSSp».!ERS0NS  l 

EMONSTRA- 
ED  TRAIN - 

igWf  AS 

DATE  DUE 

1 

— 

- - 

“ 

v' 

- - - 

1 

&UNJM  FOUNDATION  FOW  TOE  W.W1 

1%  WEST  16th  STRF.n 
«£H  YOWL  N.Y.  100  n 


